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[bookmark: _Toc119403965]5.01 Work Health & Safety Policy & Procedure
[bookmark: _Toc119404324]Purpose and Scope 
The Work Health and Safety Policy and Procedure is utilised and implemented throughout Amwrelle Cleaning & Home Care Services, to ensure that the optimal health, safety, and well-being of all related personnel are present at all times. It also clearly describes how Amwrelle Cleaning & Home Care Services develops a strategy aiming to minimise health and welfare risks for all Amwrelle Cleaning & Home Care Services workers, participants, their families and visitors. It is the responsibility of Amwrelle Cleaning & Home Care Services to comply with and fulfil regulatory and cultural obligations. The Work Health and Safety Policy and Procedure established within Amwrelle Cleaning & Home Care Services details the commitment of Amwrelle Cleaning & Home Care Services to enforcing and supporting health and safety for all participants and providing excellent operating strategies for health and safety.
The phrase Work Health and Safety varies across the individual states of Australia and possesses different characteristics for each state. Irrespective of the state in which Amwrelle Cleaning & Home Care Services operates, this policy and procedure will use the quotation "Work Health and Safety".
This extends to all workers and meets relevant laws, regulations, and standards.
[bookmark: _Toc119404325]Definitions
	Biological Hazard
	A biological hazard, or biohazard, is a biological substance that poses a threat to the health of living organisms, primarily humans. This could include a sample of a microorganism, virus or toxin that can adversely affect human health. A biohazard could also be a substance harmful to other animals.

	Workplace
	A place where people work, such as an office or factory.

	Personal Protective Equipment
	It is protective clothing, helmets, goggles, or other garments or equipment designed to protect the wearer's body from injury or infection.

	Safety
	Being protected from harm or other non-desirable outcomes. Safety can also refer to the control of recognised hazards to achieve an acceptable level of risk.

	Health
	Health is a state of physical, mental, and social well-being in which disease and infirmity are absent.
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Policy
Amwrelle Cleaning & Home Care Services’ principal component when delivering care and services, is to ensure all participants, workers, children, adolescents, volunteers and other relevant bodies' health, safety and well-being. Amwrelle Cleaning & Home Care Services is committed to maintaining an adequate environment for all individuals who utilise Amwrelle Cleaning & Home Care Services’ facilities, premises and services. All surrounding environments must be eliminated from any potential disease, injury, illness and incidents.
If a participant is to encounter an accident or illness in connection with the services delivered by Amwrelle Cleaning & Home Care Services, a Participant Incident Management Policy and Procedure is in place and will protect and maintain the participant's rights in agreement with this policy.
Amwrelle Cleaning & Home Care Services does not require its workers to conduct any job deemed dangerous and therefore, does not want its participants to conduct unsafe practices or working conditions. Amwrelle Cleaning & Home Care Services recognises that communication and consultation with its workers and participants are vital for the identification, acknowledgement and resolution of any future risk. Amwrelle Cleaning & Home Care Services Management must ensure that workers are able to recognise any type of work deemed dangerous and that all participants receiving services do not accept hazardous job procedures or service environments.
[bookmark: _Toc119404327]Worker Responsibilities
· All workers must adhere to and execute all work health and safety obligations developed by Amwrelle Cleaning & Home Care Services.
· Workers will complete all training and induction programs of Work Health and Safety. Workers will not be permitted to perform tasks or duties unless they are considered competent.
· Workers will need to ensure that their actions or lack of ability to act will not put themselves or other Amwrelle Cleaning & Home Care Services’ workers at risk. This is in cooperation with all relevant Work Health and Safety laws and procedures introduced by Amwrelle Cleaning & Home Care Services and put into this policy and procedure review.
· Workers are required to take responsibility for their own safety at all times.
· Workers along with other relevant personnel will receive knowledge and training of correct health and safety information, guidance and supervision, and workers shall ensure that these participants are not exposed to health and safety risks arising from the procedures of Amwrelle Cleaning & Home Care Services.
[bookmark: _Toc119404328]
Accountability of Amwrelle Cleaning & Home Care Services’ workers:
· Workers must follow all reasonable guidelines, safe working procedures and legislation and to take responsibility for their own health and safety and not endanger the safety of any other individual.
· Workers will be required to report all accidents, incidents or near-misses as quickly and efficiently as possible and any risks or concerns related to the health and safety of any Amwrelle Cleaning & Home Care Services participant.
· Amwrelle Cleaning & Home Care Services workers will be responsible for the requirements for involvement in the health and safety procedures of Amwrelle Cleaning & Home Care Services and for supporting a health and safety culture that is beneficial to continuous improvement.
[bookmark: _Toc119404329] Owner/Director Responsibilities
· Introducing and implementing Amwrelle Cleaning & Home Care Services ‘s effective Work Health Safety services. They also must take into consideration the size and extent of the services it presents.
· Regularly, monitor and review the health and safety effectiveness of Amwrelle Cleaning & Home Care Services to identify any changes.
· Working closely and engaging with workers and participants on concerns of health, safety, and well-being which may affect them.
· Presenting health and safety guidance and information for all workers to conduct their duties in a safe manner.
· Providing workers with the appropriate personal protective equipment (PPE).
· Providing adequate financial resources to maintain the efficient operation of health and safety.
· Development and reviewing of work policies and procedures. All relevant work safe policies and procedures should be incorporated.
· Handling risks to the extent that they are adequately practicable by removing or reducing them.
· Reporting and investigating all accidents and incidents.
· Handling risks to the extent that they are adequately practicable by removing or reducing them.
[bookmark: _Toc119404330]The Owner/Director must:
· Display the Work Health and Safety Policy and Procedure in a clearly visible position within Amwrelle Cleaning & Home Care Services’ facilities.
· Revise and correspond with alterations in the Work Health and Safety laws and procedures and ensure that they are communicated to workers, participants and other participants if necessary.
· Assign workers to be responsible for the Work Health and Safety duties and processes.
· 

· Ensure and organise training programs for all workers to ensure they are competent in all of Amwrelle Cleaning & Home Care Services’ Work Health and Safety procedures.
· Ensure workers have an understanding of how to recognise risks.
· All workers must be communicated with all OH&S occurrences and issues. Known or potential hazards should be recognised and made known. Establish actions and decisions of ways in which will assist and manage risks to health and safety.
· Changes planned at Amwrelle Cleaning & Home Care Services that could affect the health and safety of participants.
· Not discriminate against the health and safety of workers and allocate sufficient funds to monitor any identified hazards.
The Owner/Director is responsible for supervising all present and future work health safety tasks of Amwrelle Cleaning & Home Care Services. The following information is the requirements that the Owner/Director must maintain responsibility for, however, is not limited to:
· Ensure that all relevant equipment that is utilised by Amwrelle Cleaning & Home Care Services’ workers remains in accordance with the safety standards and is a regulatory review to ensure there are no potential hazards or risks.
· Ensure that all established work health and safety protocols are being adhered to by workers.
· Maintain and ensure that all appropriate and relevant licenses, registration and permits are in accordance with the current work health and safety standards and regulations.
[bookmark: _Toc119404331]Procedure
The Work Health and Safety Procedures outlines the correct and adequate measures in which all personnel related Amwrelle Cleaning & Home Care Services must understand, comply and implement. Induction and training programs must be offered to the workers of Amwrelle Cleaning & Home Care Services to ensure they are competent in recognising and managing work health and safety issues.
It is the responsibility of Amwrelle Cleaning & Home Care Services’ Owner/Director to maintain all work health and safety procedures within operations of care and services. Where there are surfaced Work Health and Safety issues within Amwrelle Cleaning & Home Care Services, the Owner/Director is accountable for ensuring this has been communicated to all workers, participants, and relevant personnel. Where a worker has recognised a hazard within Amwrelle Cleaning & Home Care Services that has not yet been addressed, then it is their responsibility to ensure that the issue has been made known and immediately be reported to the Operations Manager. They will then be expected to document all witnessed incidents, and safety concerns in the Incident Forms. Amwrelle Cleaning & Home Care Services encourages all workers to submit suggestions, feedback and complaints regarding the current work health and safety measurements. Where there are any concerns based on Amwrelle Cleaning & Home Care Services’ actions regarding Worker's Health and Safety systems, then workers' feedback will 

be submitted into Amwrelle Cleaning & Home Care Services’ Risk Register. These concerns will be regularly reviewed and will be tracked for progress results. The only authorised personnel to track and review workers' concerns is the Operations Manager or the Owner/Director. It is also important that the recognised safety concerns are included in Amwrelle Cleaning & Home Care Services’ Continuous Improvement Register where applicable.
Where there are any past, current or future work health and safety apprehensions of Amwrelle Cleaning & Home Care Services, it is the responsibility and duty of care for the Operations Manager or the Owner/Director to communicate these issues clearly to all personnel. The Operations Manager or the Owner/Director will conduct these meetings on a three-month basis to ensure that all workers and participants receive the most up-to-date information and potential amendments to current work health and safety procedures. Any concerns deemed a high-risk scenario must be immediately attended to and resolved as efficiently as possible.
[bookmark: _Toc119404332]Relevant Personnel of Amwrelle Cleaning & Home Care Services
Relevant personnel are considered workers, volunteers, participants and their family members or advocates that are receiving care and services of Amwrelle Cleaning & Home Care Services. All of the listed above individuals must have thoroughly read, understood and acknowledged this policy and procedure. It is the expectation of all personnel to comply with and implement work health and safety obligations and standards. Particularly, the participants will comply with all the Work Health and Safety legislation and guidelines implemented by Amwrelle Cleaning & Home Care Services, which involves supplying all the relevant personal information and enabling the required risk assessment to be carried out.
[bookmark: _Toc119404333]Delivering Care and Services in a Participant's Premises
Participants who are receiving NDIS Supports of Amwrelle Cleaning & Home Care Services must have completed, reviewed and submitted their Risk Assessment. Amwrelle Cleaning & Home Care Services’ Risk Management Policy and Procedure.
[bookmark: _Toc119404334]Management of Work Health and Safety
Amwrelle Cleaning & Home Care Services will assign multiple authorised personnel who will act as a management committee to ensure all work health and safety aspects of Amwrelle Cleaning & Home Care Services are being implemented, adhered to and maintained. They will be responsible for ensuring communication with all workers regarding relevant work health and safety information. They will converse with the workers in Amwrelle Cleaning & Home Care Services who are deemed to be most affected by potential health and safety concerns. This is to ensure that all hazards and risks are identified and assessed. Required measures and actions will be established to ensure the health, safety and well-being of all personnel.
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Work-Related Stress
Amwrelle Cleaning & Home Care Services is required to be aware of stress in the workplace and take precautions to limit workers’ stress. Areas that may cause a worker’s stress include excessive amounts of work, exposure to negative incidents, emotional attachment to participants, poor management assistance and not enough information about their role. The Operations Manager will conduct risk assessments to identify stress in the workplace; they will consider workers' commitment, participant feedback, motivation in the workplace, worker absences and prior assessments. 
Work-related stress refers to a worker’s reaction to the workplace and tasks expected of them. This can be physical, mental, or emotional and may cause a decrease in worker motivation. 
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When an issue or incident occurs, Amwrelle Cleaning & Home Care Services workers have the right to report it to either the Operations Manager or the Owner/Director. They will then have a discussion to resolve the situation; they may consider the following or more:
· Exactly who is affected
· The seriousness of the incident
· What can be done to resolve the issue?
· Who is responsible for the implementation of the solutions?
If a solution is agreed upon, it needs to be documented in Amwrelle Cleaning & Home Care Services’ Incident Management Policy and Procedure. It is the Operations Manager or the Owner/Director’s responsibility to communicate the resolution to those involved. If no solution is agreed upon or the agreed solution has not worked, anyone involved in the incident can request an independent investigation.
[bookmark: _Toc119404339]Personal Protective Equipment (PPE)
When working with potential hazards, Amwrelle Cleaning & Home Care Services is required to ensure all workers are equipped with the necessary PPE.
[bookmark: _Toc119404340]Electrical Safety
A certified electrician must do any electrical work, including the changing of light bulbs. It is the responsibility of the Owner/Director to employ an electrician.
A qualified electrician must be employed to complete an inspection, test, and tag electrical equipment in the workplace in accordance with AS / NZS 3760:2010 of all equipment being operated. Equipment not in use cannot be used until an electrician has inspected, tested, and tagged the equipment. All equipment bought second-hand is required to be tested and tagged prior to use on Amwrelle Cleaning & Home Care Services premises.
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Supporting Documents
Documents relevant to this policy and procedure include:
· Risk Management - Risk Management Plan
· Incident Management Policy and Procedure
· Incident Management - Incident Investigation Form
· Incident Management - Incident Report
· Governance - Continuous Improvement Plan
[bookmark: _Toc119404342]Policy Review
Amwrelle Cleaning & Home Care Services change this policy and procedures from time to time to improve the effectiveness of its operation.  Generally, this entire policy will be reviewed in consultation with people using the service, their families, carers and workers every year.
All service planning, delivery, and evaluation activities will include workers, participants, and other stakeholders and their feedback.
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