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HOW TO USE THE OHS MANAGEMENT PLAN

How to use your OHS Management Plan

In NSW the Occupational Health and Safety Act 2000 in conjunction with the
Occupational Health and Safety Regulation 2001 requires employers to assess
the risk posed by hazards in their workplace and to determine how best to
modify their work processes to effectively eliminate or control risks. This
process is know as risk management. The OHS Act requires employers to
consult with employees and take into account their views when making

decisions that affect their health, safety and welfare.

The OHS Management Plan is designed to be a living document, used by all

staff to assist in meeting OHS legislative requirements.

There are many entry points to the OHS Management Plan. For Example, if
there has been an incident, start at the top and work your way down through the

plan to ensure all aspects of OHS management are covered.

A centre maybe starting the OHS Management Plan after completing an
external Audit for NCAC Accreditation which identifies a lack of policies. In this
case you would start at ‘Policy’ and work up and down the OHS Management

Plan to ensure all aspects of an OHS Management Plan are implemented.

For existing centres the first step would be to use your current action plans,
procedures and policies. Apply your existing documents to your plan and work
through the plan to identify any gaps. If change occurs in the centre, the OHS
Management Plan needs to be revised and updated. For example:
e |If the centre were to purchase new equipment, the new equipment
should go through a risk assessment prior to purchase and use in the
centre
o When new staff are employed or new children attend the centre,
the OHS Management Plan may need to be updated to identify new
hazards, risks and training needs
e If a new program is introduced in the centre or there has been a change
in the way the centre does something, for example, preparation of the
outdoor play area, the OHS Management Plan needs to be reviewed and

updated and any new hazards identified, risks assessed and controlled.

All OHS activities must be documented and records maintained.
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AREA / TASK INDEX

AREA TASKS

Car Park Receiving children

Entrance Receiving supplies

Foyer Receiving visitors

Passage ways Setting up outdoor equipment
Outdoor play area 1 Putting away outdoor equipment
Outdoor play area 2 Nappy change

Outdoor storage 1 Toileting

Outdoor storage 2 Setting up sleeping stretchers
Indoor storage 1 Putting away sleeping stretchers
Indoor storage 2 Cleaning

Kitchen Food Preparation

Laundry Food Handling

Office

Staff room

Room 1

Room 2

Cotroom 1




MONTHLY OHS THEMES
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Incident

Injury

January Visitors

March Manual Handling

April Cleaning; Office

May Electrical

June Storage; Heights

July Food Preparation & Handling;
August Hazardous Substances
September ilrjélgisngs; Pathways; Outdoor
October Clothing; Sun Protection
November | Injury Management

December

Year Review
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INCIDENT INJURY

What the law says: The occupier of any
place of work must give notice to
WorkCover of any serious incidents or
other incidents as specified in OHS Act
2000 S 86/87.

An occupier (of premises/workplace) is
someone who manages or has
responsibility for a workplace or a
particular operation at a workplace even
though they may not be the employer.

Depending on the type of incident, you
may need to notify WorkCover and/or
your workers compensation insurer.

Who do | need to notify immediately?

You will need to notify serious incidents to
WorkCover immediately.

What is a serious incident?
1. Anincident where there has been a
fatality or serious injury or illness,
for example when a person:
has a limb amputated
is placed on a life support system
loses consciousness
is trapped in machinery or a
confined space

e has serious burns
2. An incident where there is an immediate
threat to life such as major damage to
machinery or buildings, or the collapse of
an excavation must be reported. (OHS
Regulation 2001 Clause 344)
For up to 36hrs after the serious incident
has been reported, the immediate area
around the incident must not be disturbed,
except to assist any injured persons and to
avoid further injuries and problems.

INCIDENTS involving injury or illness to WORKERS

Incident

Injury

SERIOUS INCIDENTS
invalving a fatality or a serious injury or iliness.

Refer to clause 344 of the OHS Regulation 2001.

OTHER INCIDENTS

involving an injury or illness to a worker, where
workers compensation is payable or may be payable,
eg. time lost, medical expenses.

Refer to sections 42 & 44 of the Workplace Injury
Management & Workers Compensation Act 1998.

)

i

Phone WorkCover IMMEDIATELY on 13 10 50 as an urgent
investigation may be needed.
PLUS

Motify your workers compensation insurer within 48 hours.

Natify your workers compensation insurer within 48 hours.

There is no need to notify WorkCover as the insurer advises
WorkCover of these incidents.

INCIDENTS involving injury or illness to NON-WORKERS at your workplace

(ie. those not covered by your workers compensation, eg. a visitor, customer, volunteer, student, contractor)

SERIOUS INCIDENTS
involving a fatality or a serious injury or illness to a
nan-worker.

Refer to clause 344 of the OHS Regulation 2001,

OTHER INCIDENTS

involving a non-worker where the injury or iliness
results in the person being unable to perform their
normal activities for 7 or more days.

Refer to clause 341 of the OHS Regulation 2001.

SERIOUS INCIDENTS

that are immediately life threatening but result in no
injury or illness, eg. the collapse of an excavation with
no injury.

Refer to clause 344 of the OHS Regulation 2001.

OTHER INCIDENTS

are certain incidents that are not immediately life
threatening but result in no injury or illness,

eg. exposure to specific substances.

Refer to clause 341 of the OHS Regulation 2001.

=

=

=

Phone WorkCover IMMEDIATELY on 13 10 50 as an urgent
investigation may be needed.

PLUS

Notify WorkCover within 7 days with full notification details using
the online form at www.workcover.nsw.gov.au or phone 13 10 50.

MNotify WarkCowver within 7 days using the online form at
www.workcover.nsw.gov.au or phone 13 10 50,

INCIDENTS that present a risk to health and safety at your workplace

(ie. incidents where there is no injury or iliness to workers or non-workers)

Phone WorkCover IMMEDIATELY on 13 10 50 as an urgent
investigation may be needed.

PLUS

Notify WorkCover within 7 days with full notification details using
the online form at www.workcover.nsw.gov.au or phone 13 10 50.

Motify WaorkCover within 7 days using the online form at
www.workcover.nsw.gov.au or phone 13 10 50.
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INCIDENT REPORT - INJURY _lr:rfj?gf;t

INCIDENT Involving injury or illness to WORKERS

INCIDENT involving injury or illness to NON-WORKERS at your workplace

(i.e those not covered by your workers compensation, e.g visitor, volunteer, student, contractor)

Date of Incident: Time of Incident: am/pm

PERSON AFFECTED BY INCIDENT

Given Name: Surname:
Date of Birth: Gender: Male/Female (please circle)

Injury Sustained:

Treatment Administered:

Location of Incident:

Description of Incident:

First Aider Name:

First Aider Signature: Date:

Other staff present at time of incident:

Other medical advise sought: YES / NO (please circle)

If yes, what?

Authorised Supervisor Name:
Authorised Supervisor Signhature: Date:

Involving a worker:

Serious Incident Phone WorkCover IMMEDIATELY on 13 10 50
Other Incidents Notify your workers compensation insurer within 48 hours
|:| |:| Next Step Risk Management

Identify Hazard
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INCIDENT REPORT — NEAR MISS ineident

Ij INCIDENT that presents a risk to health and safety at your workplace

(i.e incidents where there is no injury or illness to workers or non-workers)

Date of Incident: Time of Incident:

Miss

am/pm

Location of Incident:

Description of Incident:

Authorised Supervisor Name:

Authorised Supervisor Signature: Date:

INCIDENTS that present a risk to health and safety at your workplace
(i.e incidents where there is no injury or iliness to workers or non-workers)

[ ] seriousincident  mmmmmp  Phone WorkCover IMMEDIATELY on 13 10 50

Ij Other Incidents mmmmp> Phone WorkCover within 7 days on 13 10 50

D D Next Step

Risk Management

Identify Hazard
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Risk Management
. RISK MANAGEMENT eTHIE e

What the law says — ‘An employer must ensure the health, safety and welfare at
work of all employees..” OHS Act S8(1)

Undertake risk management to:
e identify hazards with the potential to harm
e assess the hazard to determine the risk
o eliminate the risk, or if this is not practicable, put in place effective risk
control strategies

As well:
e consult with employees throughout the risk management process
e provide information training and supervision
e document, monitor and review

|dentify Hazards

What the law says: ‘An employer must take
reasonable care to identify any foreseeable
hazards that may arise from the conduct of the
employer’s undertaking and that has the
potential to harm the health or safety of:

a) any employee of the employer

b) any other person legally at the

employer’s place of work, or both

Check existing records

e  maintenance records
workers compensation records
first aid records

OHS Regulation 2001 CI 9 (1) e reports on incidents and near
misses
A hazard is anything with the potential to cause e reports by employees
harm to people, equipment, structures and/or SUpervisors 0r_VISIt0rS
the environment. e checklists/audits
Plan

When looking for hazards you should: o
Divide your workplace to make sure you

o observe employees undertaking work don’t miss anything. You could look at:
tasks ) )
use safety checklists regularly o different tasks — nappy changing, craft and
art, outdoor activities, sand pit, indoor play,

have regular internal and external
audits
e access new information about, for

sleeping etc

o different locations — offices, babies room,

example, equipment, hazardous toddlers room, pre school room, outdoor

substances, infection, food handling play areaetc

and other processes . dlfferent_ roles — director, room leader,
teacher in charge, cook, assistants,
secretaries etc

o different processes — receiving children,
daily activities, meal times, home time etc.



|dentify Hazards

Use these prompts to identify hazards in your centre.

Slips; trips; falls Cleaning Manual Handling

Storage /Heights Office Food Preparation &
Handling
Buildings; Pathways; Electrical Hazardous Substances

Outdoor




