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MEMORANDUM

TO:


(delete name)  
FROM:

XXXX
DATE:

XXXX
CC:


Board





Site safety and health representative

Attached is the Safety Audit conducted Wednesday 14 December 2005, at the organisation in (delete). 

This safety audit identifies hazards, provides recommendations and assigns management responsibility to correct/control each hazard within a reasonable time frame, based upon the severity of each hazard.  A cumulative total of 60 hazards are identified;

 4 - Category A hazards

12 - Category B hazards 

44 - Category C hazards (see page 15 definitions). 

Included within this audit are a number of attachments to assist you respond to the recommendations, which may be seen, under legislation, as the minimum basis within your Duty of Care.

Recommendations

1. The Site manager should establish an action plan to identify and resolve all the hazards commencing with the most serious category A risks followed by the B and C hazards

2. Where action cannot redress a particular hazard, within recommended time lines, the site manager must immediately establish remedial action to remove/quarantine the hazard. eg to erect barriers, provide guards, etc

Note: Management must carry out routine safety inspections using a Safety Inspection Checklist to identify hazards and risks and implement appropriate action to reduce the risk of an injury occurring.

The following web page at WorkSafe WA provides further information to assist managers. http://www1.safetyline.wa.gov.au/
This safety audit should not be viewed in terms of blame but used to improve the level of safety and health at the site.

If you would like to discuss this Safety Audit please telephone the (delete).

	Item #
	A
B
C
	Equipment or Procedure inspected
	Result of Inspection
	Type of law
	Action required to correct/control

the hazard
	Person Responsible
	Date to be corrected

	Assessment building – main office

	1. 
	C
	Electrical wiring on floor
	People leaving/entering door can trip on cords
	Reg 3.1
	Tie down cords
	
	8 weeks

	2. 
	B
	Swivel chair
	No back on chair and is not designed for work area-broken
	Sec 19 Act
	Dispose of chair
	
	3 weeks

	3. 
	C
	Ventilation
	Ventilation is below standard when fully room is staffed
	Sec 19 Act
	Improve level of ventilation
	
	8 weeks

	4. 
	C
	Personal computers
	Ergonomic support required
	Reg 3.1
	Provide wrist support & document holders
	
	8 weeks

	5. 
	B
	First aid cabinet
	Cabinet not secure
	Reg 3.1
	Secure cabinet from falling
	
	3 weeks

	6. 
	A
	Personal alarms
	Not enough personal staff alarms
	Sec 19 Act
	Provide adequate numbers of alarms for staff and/or volunteers
	
	Immediate

	7. 
	B
	Front security camera
	Not working well
	Reg 3.1
	Repair or replace camera and/or install lighting
	
	3 weeks

	8. 
	A
	Alarms
	Inability to determine which alarms have been activated
	Sec 19 Act
	Improve alarm system
	
	Immediate

	9. 
	C
	Office - 
	Personal computer on angle to user
	Reg 3.1
	Change position of PC to ensure user faces PC reducing RSI risk
	
	8 weeks

	10. 
	C
	Office – 
	Printer at side of employee restricts adequate space for employee
	Sec 19 Act
	Network the two computers and remove remaining printer
	
	8 weeks

	11. 
	C
	Office – 
	Chair does not meet ergonomic standards
	Sec 19 Act
	Replace with ergonomic chair
	
	8 weeks


	Item #
	A
B
C
	Equipment or Procedure inspected
	Result of Inspection
	Type of law
	Action required to correct/control

the hazard
	Person Responsible
	Date to be corrected

	12. 
	C
	Office – 
	Crowded room – too many bookshelves
	Reg 3.1
	Redesign room to reduce risk of tripping, falling and staff anxiety 
	
	8 weeks

	13. 
	B
	Office– 
	Room is too cluttered
	Reg 3.1
	Change furniture and layout of office
	
	3 weeks

	14. 
	B
	Office – 
	Lighting is below lux level
	Reg 3.13
	Improve lighting to appropriate levels
	
	3 weeks

	15. 
	C
	Male and female disabled toilets/bathrooms 
	Inadequate lighting
	Occ liability Act
	Improve lighting to appropriate lux levels
	
	8 weeks

	16. 
	A
	Lounge room - The double Exit doors
	Doors currently open inwards
	Reg 3.1
	Exit doors to open out
	
	Immediate

	17. 
	C
	Lounge room - carpet near TV 
	Carpet is lifted in one corner exposing people to tripping hazard
	Sec 19 Act
	Repair or remove
	
	8 weeks

	18. 
	C
	Linen trolley (clean)
	Linen is been physically lifted and carried
	Reg 3.12
	Linen trolley required
	
	8 weeks

	19. 
	B
	Residential bathrooms
	Slippery floors
	Sec 19 Act
	Apply non slip surface to floor surfaces
	
	3 weeks

	20. 
	C
	Coordinators office (office)
	Chair exposes user to risk of injury – not ergonomic
	AS 3000
	Replace chair
	
	8 weeks

	21. 
	C
	Coordinators office – archive room
	Room lighting is below lux standard
	Reg 3.1
	Raise the lux level to appropriate standard
	
	8 weeks

	22. 
	C
	Coordinators office – archive room
	Staff at risk of strain type injuries reaching or placing files
	Sec 19 Act
	Change storage system or purchase small ladder
	
	8 weeks


	Item #
	A
B
C
	Equipment or Procedure inspected
	Result of Inspection
	Type of law
	Action required to correct/control

the hazard
	Person Responsible
	Date to be corrected

	23. 
	C
	Counselling room
	Two paintings on floor
	Reg 3.1
	Hang and secure paintings
	
	8 weeks

	24. 
	C
	Signage
	Place ‘staff only’ signs
	Reg 3.60
	Signs to clearly delineate staff areas that are off limits to clients
	
	8 weeks

	25. 
	C
	Kitchen - Food handling procedure
	Some staff not wearing hats or gloves when preparing food
	Sec 19 Act
	All staff preparing food to adhere to food handling procedures
	
	8 weeks

	26. 
	C
	Kitchen store room
	Poor lighting exposes staff to trip/slip hazards
	Standard 3000
	Improve levels of lighting to appropriate lux levels
	
	8 weeks

	27. 
	C
	Kitchen store room
	Broken chair in store room exposing staff to injury
	Reg 3.1
	Dispose of chair
	
	8 weeks

	28. 
	C
	External steps outside kitchen
	Users at risk of tripping and/or falling
	Reg 3.1
	Place signs on door ‘beware of steps’
	
	8 weeks

	29. 
	C
	External steps outside kitchen
	Users at risk of tripping and/or falling
	Reg 3.1
	Paint white line on steps and maintain painted line
	
	8 weeks

	30. 
	C
	External steps outside kitchen store room
	Users at risk of tripping and/or falling
	Reg 3.1
	Erect handrail on store room steps
	
	8 weeks

	31. 
	C
	Store room containing cleaning fluids
	Unacceptably high levels of fumes in store room
	Reg 3.38
	Insert grill in door to improve level of ventilation
	
	8 weeks

	32. 
	C
	Store room containing cleaning fluids
	Cleaner at risk of burns to eyes
	Reg 3.1
	Provide an eye wash
	
	8 weeks


	Item #
	A
B
C
	Equipment or Procedure inspected
	Result of Inspection
	Type of law
	Action required to correct/control

the hazard
	Person Responsible
	Date to be corrected

	33. 
	C
	Store room containing cleaning fluids
	Cleaner at risk of slipping on spilled cleaning fluids
	Sec 19 Act
	Provide matting and maintain
	
	8 weeks

	34. 
	C
	Pool room
	1 light missing
	Sec 19 Act
	Replace light
	
	8 weeks

	35. 
	C
	External clothes line
	Clients having to walk on broken slabs that can cause trips/falls
	Reg 3.1
	Replace and secure slabs
	
	8 weeks

	36. 
	C
	External shade house
	Broken slabs at entry to shade house
	Reg 3.1
	Replace slabs
	
	8 weeks

	37. 
	C
	External shade house
	Broken chair
	Reg 3.1
	Dispose of chair
	
	8 weeks

	38. 
	C
	External shade house
	Containers of bleach and cleaner left in area
	Sec 19 Act
	Remove and appropriately store
	
	8 weeks

	39. 
	B
	External shade house
	Wooden planks used by clients as bench press expose clients to risk of injury
	Sec 19 Act
	Remove wooden planks
	
	3 weeks

	40. 
	A
	Car park
	No speed limit signs
	Sec 19 Act
	Place appropriate speed limit signs
	
	Immediate

	41. 
	B
	Bollard
	Staff and clients at risk of been hit by vehicles when exiting from door at rear of building
	Sec 19 Act
	Install a removable bollard at door entrance
	
	3 weeks

	42. 
	C
	Side access area near hot water unit
	Poor housekeeping exposes clients and others to risk of tripping
	Reg 3.1
	Improve and maintain housekeeping
	
	8 weeks


	Item #
	A
B
C
	Equipment or Procedure inspected
	Result of Inspection
	Type of law
	Action required to correct/control

the hazard
	Person Responsible
	Date to be corrected

	Main administration building

	43. 
	C
	Training room
	1 light not working 
	Reg 3.1
	Repair/replace
	
	8 weeks

	44. 
	C
	Continue care office
	Wednesday – 5 people working in this office causing overcrowding and anxiety
	Sec 19 Act
	Reassign people to reduce the number of people working in confined space
	
	8 weeks

	45. 
	C
	Continue care office
	Filing inadequate exposing staff to a risk of strain type injury
	Reg 3.1
	Improve level of office filing system
	
	8 weeks

	46. 
	B
	Chairs
	Chair is broken
	Sec 19 Act
	Replace chair
	
	3 weeks

	47. 
	C
	Master keys
	A number of master keys are missing exposing staff to risk of break-in
	Sec 19 Act
	Replace keys
	
	8 weeks

	48. 
	B
	Staff security
	Staff who handle client monies from the safe (turning their back on clients) expose themselves to risk of robbery
	Reg 3.11
	Provide a barrier between the staff member and client/s and provide a duress alarm for staff
	
	3 weeks

	49. 
	C
	Chairs in admin office
	Office chairs to be ergonomic
	Sec 19 Act
	Assess the chairs to ensure they conform to ergonomic standard
	
	8 weeks

	50. 
	C
	 office
	Boxes on floor expose people to risk of tripping
	Reg 3.11
	Improve level of housekeeping and monitor and review
	
	8 weeks

	51. 
	C
	Counselling room
	Clients can use movable objects as weapons
	Reg 3.1
	Secure moveable items
	
	8 weeks


	Item #
	A
B
C
	Equipment or Procedure inspected
	Result of Inspection
	Type of law
	Action required to correct/control

the hazard
	Person Responsible
	Date to be corrected

	52. 
	C
	Ramp at back door
	Ramp presents a trip hazard
	Sec 19 Act
	Paint edges of ramp to alert people of the hazard and place hand rail on ramp
	
	8 weeks

	53. 
	C
	Bricks in courtyard
	Uneven surface
	Sec 19 Act
	Brick surface to be even
	
	8 weeks

	54. 
	C
	Counselling room in old garage
	People at risk of tripping and falling
	Reg 3.1
	Provide sign inside alerting people to tripping hazard
	
	8 weeks

	55. 
	B
	Counselling room in old garage
	Clients can use movable objects as weapons
	Sec 19 Act
	Secure moveable items
	
	3 weeks

	56. 
	B
	Front and rear doors
	Staff are exposed to potentially aggressive clients when opening these doors
	Sec 19 Act
	Install security screen doors 
	
	8 weeks

	57. 
	C
	Disabled toilet
	Toilet hygiene is poor
	Sec 19 Act
	Clean and monitor this toilet
	
	8 weeks

	58. 
	C
	Gardens (front and rear)
	Garden areas are very untidy exposing clients to risk of tripping
	Sec 19 Act
	Improve and maintain level of housekeeping 
	
	8 weeks

	59. 
	C
	Front door entrance ramp (off Bulwer Street)
	Ramp exposes visitors to risk of tripping
	Reg 3.11
	Provide a hand rail to reduce tripping risk
	
	8 weeks

	60. 
	C
	Electrical tagging
	Electrical appliances require tagging
	Reg 3.62
	Tag electrical appliances 
	
	8 weeks


SAFETY AND HEALTH INFORMATION

The following documents are provided to assist managers and or supervisors distinguish certain safety laws, procedures and guidelines, which are applicable to control or avoid loss.

GENERAL LEGAL REQUIREMENTS OF EMPLOYERS

The principle legislation affecting Occupational Safety and Health in the workplace is the West Australian “Occupational Safety and Health Act” (1984); Occupational Safety and Health Regulations (1996) and the Occupiers Liability Act (1985). 

This legislation clearly spells out a number of specific duties for employers, employees, contractors and occupiers of property who must ensure that people, at this place of work, are not exposed to hazards. 

… is committed to complying with the safety legislation including Codes of Practice and relevant Australian Standards that applies to equipment, workplaces and practices and where higher standards are practicable and/or desirable, which managers must incorporate any recommendations into local procedures.

Attached is some information to provide a general overview for managers of what is considered reasonable, under law, to establish and maintain a safe workplace. Managers who may be unsure of these documents must contact the .

‘EMPLOYERS GENERAL DUTY OF CARE’

Under section 19 (1) (a) (Duties of Employers) of the Occupational Safety and Health (OSH) Act of W.A. states that: “...an employer shall, so far as is practicable, provide and maintain a work environment in which his employees are not exposed to hazards while they are working, and in particular... provide and maintain workplaces, plant and systems of work so that, as far is practicable, his employees are not exposed to hazards”.

The working environment then, is a broad term, which includes everything an employee comes into contact with during a working day such as premises, plant, equipment, chemicals and machinery.  Other physical factors include lighting, ventilation, fumes, gases, dusts, liquids, etc in the workplace.

In simple terms, this means that under section 19 of the Occupational Safety and Health Act, the person in charge is responsible for controlling every hazard which could affect their employees, so far as is practicable.  The definition of practicable is very important in limiting an otherwise infinite responsibility having regard to:

1. The severity of the incident or harm that may be involved and the risk of it occurring and;

2. The state of knowledge about;

* 
The incident, injury or harm to health.

* 
The risk of that injury or harm to health occurring.

* 
Means of removing the risk or potential injury or harm to health.

Managers must ensure that people such as contractors, volunteers and members of the public are therefore not exposed to injury or disease.

MAINTENANCE OF A SAFE WORKPLACE

Under section 19 (1) of the Act, the employer is required to “...provide and maintain workplaces... so that, as far as is practicable, his employees are not exposed to hazards”.

The employers responsibility therefore extends to any workplace where employees or others are likely to be, in the course of their work.  Management must therefore initiate systems of work that are safe for their employees (and volunteers) which can best be determined through regular safety inspections and conducting a Job Analysis. 

SAFETY INSPECTIONS

Management has a legal and social responsibility to provide a safe work environment for employee’s, volunteers, contractors and others by maintaining hazard free work conditions, through regular surveillance, as far as is practicable.

A regular inspection of the workplace is the most important part of any safety program and is the ideal method to pro-actively identify hazards, minimise accidents and reduce losses, which can best be achieved by;

· Carrying out assessments of the work environment;

· Identifying risks associated with each hazard;

· Analysing the hazard control options; and

· Where necessary, develop written safety working procedures, to reduce the risks.

Early identification and assessment of hazards enables managers, supervisors and others to pro-actively identify, control and eliminate accidents from occurring, rather than reacting after something has occurred.

The responsible person should examine work practices and processes by using a formal hazard checklist, which should be conducted once each quarter or whenever new machinery or a new system of work occurs.

Safety inspections are carried out to reveal any hazards or developing hazards in the work environment, which can ultimately lead to accidents.  The inspecting team should also consider any risks associated with a particular work process to eliminate, reduce or control such risks.

PLANT AND SYSTEMS OF WORK

Section 19 (1) (a) also requires the employer to “...provide and maintain plant and systems of work so that, as far is practicable, his/her employees are not exposed to hazards”.

This section refers to the general safety of machinery and equipment.  It also requires for the provision of  “safe systems of work” which requires employers to establish and enforce adequate safety procedures.  This includes training employees in the safe use of machinery, hazardous substances, the mandatory wearing of personal protective equipment, and ensuring that guards are in place around any moving machinery.

INFORMATION, INSTRUCTION, TRAINING AND SUPERVISION

Section 19 (b) of the Act also states that management has a duty to ensure that, “... information, instruction, training and supervision has, and is been undertaken to enable employees to perform their job in such a manner that they are not exposed to hazards.  

In relation to the Organisation site in (delete) Street, this applies to managers and employees having access to information, instruction, training and supervision to competently carry out a work related function and not been exposed to the risk of injury relating from the workplace.  

This information must also be communicated to volunteers.

Some examples of communicating safety issues to employees, volunteers and others are;

· INFORMATION - on the safe operation of plant; Material Safety Data Sheets (MSDS), including safe storage, and use of chemicals, written procedures and instructions in appropriate languages.

· INSTRUCTION - adequate instruction about a particular piece of machinery and how to operate the machine safely, including the use of guards, and protective equipment, etc.

· TRAINING - training of supervisors and new/existing employees in safe working procedures (written), equipment, etc.

· SUPERVISION - enforcement of safety procedures, eg. use of machine guards and protective equipment.

NOTE: When reporting hazards all management must ensure the accident/incident report form is completed and copies sent to the site SHR and  .
CHEMICALS

Section 19 of the Act (1) (e) states that “... management must make arrangements to ensure that, as far as is practicable, the safe use, cleaning, maintenance and disposal of plant and substances is achieved”.  

This means that management must provide for the safe use of hazardous substances (chemicals) in the workplace. Some examples are;

CONTROL MEASURES 

Wherever possible, management must eliminate hazardous substances from the workplace by using safer substances (such as water-based products) or other processes that reduce, control or eliminate the risk of an injury from occurring. 

If this is not practical, remove contact with substance by isolating the process or extracting solvent fumes (local exhaust ventilation); and enforce the wearing of Personal Protective Equipment (PPE) where necessary. The PPE must be appropriate to the substance being used, fit properly and be properly maintained, such as respirators properly tested and workers properly trained in their use. 

Management must ensure that employees and others know what substance they are using, and have access to Material Safety Data Sheets (MSDS). Employees must also be properly trained and instructed in the safe use of hazardous substances prior to their use.   


	Do not;
	· use solvents instead of soap or hand cleaners. 

	
	· enter confined spaces where fumes have collected or mix solvents with oxidising agents. eg. chlorine, peroxides and nitrates.


Solvents must be stored in cool, secure and well-ventilated area/s, separate from other hazardous substances, and smoking strictly banned. 

The best way of controlling airborne contaminants is by eliminating them from the workplace. Where practicable, chemicals, materials, machines or processes that emits toxic fumes, which must be eliminated, or replaced with safe alternatives. 

By law, airborne contaminants must be controlled so that they do not exceed safe limits. If this is not possible the contaminants should be removed by extracting them at the source while general ventilation should ensure a regular supply of fresh air. 

Limits for many airborne contaminants are listed on Material Safety Data Sheets (MSDS) and further outlined in the "Exposure Standards for Atmospheric Contaminants" publication, available at WorkSafe WA. 

DUTIES OF PERSONS WHO HAVE CONTROL OF WORKPLACES

Section 22 of the Occupational Safety and Health Act outlines the following requirement; 

1. “A person who has, to any extent, control of;

a. a workplace where persons who are not employees of that person work or are likely to be in the course of their work; 

or

b. the means of access to and egress from a workplace.

Section 22 refers that a person who is in control (if they have a contract or a lease) makes them obliged, of any extent, to maintain or repair a workplace or the means of entering and leaving the workplace. 

This obligation then extends to anyone who may be at the site in the course of their work.

A person who is in control of the Site can mean the occupier, the leasing agent or the owner.

This duty then relates to people who control or carry out a trade, business or an undertaking whether for profit or not.

OCCUPATIONAL SAFETY AND HEALTH DEFINITIONS

The following definitions are not exhaustive but to assist site managers implement remedial action regarding identified hazards.

Hazard  - In relation to a person, means anything that may result in - 

· injury to the person; or 

· harm to the health of the person

(WorkSafe WA - Guidance Note: General Duty of Care in Western Australian Workplaces)

Category A hazard – Immediate corrective action is required as the level of risk is intolerable, but it is possible to implement interim risk control measures to reduce the risk to tolerable levels while permanent corrective action is being implemented. The activity or use of plant / equipment or hazardous substance can only be restarted once risk levels are reduced to an acceptable level and agreed to by the site manager. Recommended corrective action must be taken immediately
Category B hazard - Corrective action is required to reflect a level of risk which has potentially high consequences and could result in a serious safety or health, environmental or critical situation. However, the likelihood, by virtue of other controls already implemented, is such that the perceived risks within the timeframe for corrective action is tolerable. Nevertheless, these items should not be left outstanding. Recommended corrective action must be taken within three weeks
Category C hazard - Corrective action is required to reflect a level of risk or has worst case effects that is likely to cause only minor injury, illness or damage to plant / equipment or disruption to work activities. The hazard may not require immediate attention, however it should be monitored to ensure there is no increased risk until permanent corrective action has been implemented. Recommended corrective action must be taken with in eight weeks
Practicable - means reasonably practicable having regard, where the context, to – 

1. The severity of any potential injury or harm to health that may be involved, and the degree of risk of it occurring; 

2. The state of knowledge about - 

i the injury or harm to health referred to in paragraph (1); 

ii the risk of that injury or harm to health occurring; and 

iii means of removing or mitigating the risk or potential injury or harm to health; 
and
c. The availability, suitability, and cost of the means referred to in paragraph (2) (iii);
(Source: Occupational Safety and Health Act 1984 - Section 3)

Risk - In relation to any injury or harm, means the probability of that injury or harm occurring and taking into account:

· Frequency of injury - how often is the hazard likely to result in an injury or disease

· Duration of exposure - how long is the employees member exposed to the hazard? 

· Outcome - what are the consequences or potential severity of injury? 

(WorkSafe WA - Guidance Note: General Duty of Care in Western Australian Workplaces)


