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[bookmark: _Toc119403965]5.2 Safety & Security Policy & Procedure
[bookmark: _Toc119404345]Purpose and Scope 
Amwrelle Cleaning & Home Care Services utilises the Safety and Security Policy and Procedure to ensure all appropriate mechanisms are implemented in order to ensure the health, safety, security and wellness of all workers, participants, visitors, etc.  This policy and procedure aims to ensure the safety obligations Amwrelle Cleaning & Home Care Services must deliver for all workers and interested parties, whilst providing a safe and protected career and supporting developmental structure. By Amwrelle Cleaning & Home Care Services ensuring safety and security within its operation, it will allow for comfortability and safety to be held of the highest value for all persons.
This policy and procedures will abide by all standards, applicable laws and legislations, it should be developed in conjunction with Work Health and Safety (WHS) of the Amwrelle Cleaning & Home Care Services. This policy and procedure must apply to all workers.
This extends to all workers and meets relevant laws, regulations, and standards.
[bookmark: _Toc119404346]Definitions 
	Safety
	The condition of being protected from or unlikely to cause danger, risk, or injury.
 

	Security
	The state of being free from danger or threat.


	Premises
	A house or building, together with its land and outbuildings, occupied by a business or considered in an official context.


	Facilities
	A place, amenity, or piece of equipment provided for a particular purpose.


[bookmark: _Toc119404347]Policy
Workers are expected to uphold standards of this policy to guarantee all precautions are taken regarding the protection of external personnel, workers, participants and personal belongings. The Amwrelle Cleaning & Home Care Services retains the protection and security of workers and visitors through a wide range of security measures connected to the premises. The security and safety of all workers and guests are accomplished in combination with existing legislation along with work health and safety standards set by Amwrelle Cleaning & Home Care Services. The office premises will be secured constantly to prevent trespassing. Workers and other interested parties must be able to access all systems within Amwrelle Cleaning & Home Care Services in a reliable and protected manner at any given time; these areas are always to be maintained. 
[bookmark: _Toc119404348]
Procedures
[bookmark: _Toc119404349]Workers of Amwrelle Cleaning & Home Care Services
Inductions will provide workers with equipment and information on how to enter Amwrelle Cleaning & Home Care Services’ buildings and grounds as part of orientation and training programs.  Workers will be able to access Amwrelle Cleaning & Home Care Services’ facilities and car park through the means of a general key supplied to authorised workers. If keys are misplaced or stolen, these incidents must be reported to the Operations Manager immediately. 
These office areas are accessible by pedestrian walkways for workers, typically located at the front of the premises. The last worker exiting Amwrelle Cleaning & Home Care Services facilities each day will turn off all the office lights and then lock all doors and windows. The Owner//Director will approve all entries regarding after-hours/weekend work; this process must be approved prior to work commencing. Access to the office will be secured after 6.00 pm each time they arrive/leave the office.
In addition to the guidelines above, all workers will be provided with the information regarding first to enter and last to leave Amwrelle Cleaning & Home Care Services facilities, security codes and how to handle security devices.
[bookmark: _Toc119404350]Entry and Departure from Premises
Amwrelle Cleaning & Home Care Services headquarter is at 36 Station Street, Seymour Vic 3660.
Any workers who are the final remaining to leave Amwrelle Cleaning & Home Care Services must ensure that all windows, or any other accessible entry, are closed and locked. Suppose in the event an individual is unable to seal entrances as they did not possess a key at the time. In that case, it is their responsibility to contact the Owner/Director to notify them of their circumstance.
[bookmark: _Toc119404351]Parking
Workers will always be encouraged to lock their vehicles when becoming absent from it. This is to ensure the safety of personal belongings while undertaking shifts, as Amwrelle Cleaning & Home Care Services is not liable for stolen property. This should also include locking any other forms of vehicles, such as motorbikes, bicycles, and scooters.
Extensive street parking is accessible straight outside the construction for visitors and workers. 
[bookmark: _Toc119404352]Personal Facilities
All people who enter Amwrelle Cleaning & Home Care Services will be granted access to clean and adequate personal facilities. Personal facilities incorporate the utilisation of sanitary toilets, washing and eating amenities, drinkable water, and a safe and protected location to store personal belongings.

Amwrelle Cleaning & Home Care Services will make all personnel aware of the location in which they can store their personal belongings.
[bookmark: _Toc119404353]Damages/ Theft of Facilities or Personal Belongings
In a situation where personal belongings (including workers, guests and any other affected parties) or Amwrelle Cleaning & Home Care Services’ facilities have been stolen or damages have occurred, workers must report to the Owner/Director immediately who will take the appropriate steps, including calling authorities or communicating with applicable insurance companies. Workers must have a means of keeping personal belongings safe and secured. Workers can keep their valuables safe by using a lockable storage system to keep all their personal belongings secured. It is also the responsibility of all personnel to ensure their vehicles are locked at all times when becoming unattended.
[bookmark: _Toc119404354]Visitors
Visitors wishing to enter Amwrelle Cleaning & Home Care Services’ grounds must book an appointment prior to then knock on the time of their arrival. All visitors must sign in on the visitor register and sign out upon entering and exiting; the visitor will always need to be accompanied.
[bookmark: _Toc119404355]Ventilation and Lighting
It is essential that Amwrelle Cleaning & Home Care Services installs and utilises many lights throughout the premises. This is to ensure that all movements are done so without the risks of falls or injury. It is also significant that Amwrelle Cleaning & Home Care Services has installed optimal ventilation throughout the facility. This involves the installation of correct doors, windows, heating, and air conditioning.
[bookmark: _Toc119404356]Working Environments
Amwrelle Cleaning & Home Care Services strives to create an adequate working environment for both participants and workers. This is to ensure comfort and efficiency when delivering care and services. Amwrelle Cleaning & Home Care Services’ personnel will be trained in house cleaning protocols to ensure the correct standards are being met.
A clean work environment must be maintained consistently to ensure the health and well-being of both participant and worker are being adhered to. It is also important that all floors are kept tidy, to ensure the risk of falls, trips and injury are eliminated. Floors must be maintained to minimize any potential obstacles; in the event an emergency occurs and an individual needs to be attended to immediately.
[bookmark: _Toc119404357]

Requirements of Premises
Electricity-operated doors and barriers must-have safety features to prevent individuals from being struck or trapped. This will be suitably signed to advise about possible dangers. Stairways must have appropriate upper and lower rails, with at least one handrail on each side to be considered safe for use. Walkways and corridors are to have no obstructions or obstacles placed in them at any given time and must be labelled when needed. Persons requiring mobile assistance (e.g., wheelchair/ mobility scooter or other such items) that wish to access facilities must always have adequate entry and exit points. All entry and exit points are to comply with Australian Standards, including signage, being clearly light and having anti-slip measures in place where needed.
[bookmark: _Toc119404358]Floors and Other Surfaces
Having the correct installation of floors is essential in maintaining the safety of all personnel. Significantly, all floors that are situated in Amwrelle Cleaning & Home Care Services are eliminated of risks such as falls, trips and injury. Installing handrails on the walls will assist individuals who are travelling. It is also important that the floors are levelled with no tripping hazards such as cracks in tiles, steps and unlevel floors. It is encouraged that carpets, mats or rugs are installed or utilised when performing tasks that require optimal movements.
[bookmark: _Toc119404359]General Maintenance
The Operations Manager or the Owner/Director of Amwrelle Cleaning & Home Care Services is solely responsible for the oversight and management of General Maintenance within Amwrelle Cleaning & Home Care Services’ facilities. This includes the following, however, is not limited to:
· Performing or delegating cleaning tasks or duties.
· Conducting reviews and examinations on the current presentation of facilities.
· Utilising Risk Assessment Forms and Workplace Inspection Checklists accurately. The following includes all sections which require examination; adequate ventilation, chemical storage, storage facilities, firefighting equipment, furniture, evacuation points, floor covers and lighting.
· Sub-contracting or hiring an external organisation to perform maintenance tasks.
· Ensure workers are competent and trained in recognising risks and hazards that need to be attended to.
All examinations must meet the standard of the Amwrelle Cleaning & Home Care Services’ Internal Review and External Audit Schedule. A maintenance record must be kept on Amwrelle Cleaning & Home Care Services’ premises. After a review of the six-monthly examination checklist, the Manager will provide immediate action required to ensure that any improper condition or threat found is resolved. When a maintenance issue causing an immediate danger is identified, workers will alert their Operations Manager and eliminate the hazard where 

possible. The Owner/Director will contact the appropriately qualified technician if any maintenance issue requires immediate attention.
The recommended repair guide will either be an important word document or an exercise book, it must document the issue raised, the action taken, submitted by and the date. Larger corporations may have maintenance reporting issues that can be processed online. All Risk Management Plans, fire safety, construction/machinery maintenance and security structure Risk Management Plans are the responsibility of the Owner/Director to establish. Refer to Amwrelle Cleaning & Home Care Services Policy and Procedure on Emergency Planning for guidance.
Workers can notify a director or Operations Manager of a maintenance/repair problem in person or via email, Amwrelle Cleaning & Home Care Services will keep track of the repairs using their Maintenance Register.
[bookmark: _Toc119404360]Noise Control
A consistent and appropriate level of noise must be maintained frequently throughout Amwrelle Cleaning & Home Care Services, to ensure the comfort of all related personnel. The Standards Association of Australia has established a guide in which Amwrelle Cleaning & Home Care Services’ internal and external volume must not exceed. As stated, the noise level of Amwrelle Cleaning & Home Care Services should be maintained at all times. According to the guidelines, an optimal volume capacity level is at 140 dB(C).
Amwrelle Cleaning & Home Care Services will strive to maintain all noise levels below 50 dB(A) when the working environment is at a stable and minimum activity. When care and services are at an optimum, and there is a high pace of activities and tasks that need to be completed, then it is appropriate for Amwrelle Cleaning & Home Care Services to possess a noise level at 70 dB (A). However, Amwrelle Cleaning & Home Care Services will frequently and actively aim to maintain all volume levels at a minimum. If noise creates distress, the Owner/Director should be reported to by workers, attendees and other stakeholders, and alternatives for reducing noise/ where providing PPE can be identified.
For workers, Amwrelle Cleaning & Home Care Services ensures all workers are away from the damaging effects of high pollution noise. Amwrelle Cleaning & Home Care Services and its workers refrain from the use of headphones or earphones during shift times, which can negatively impact a person’s hearing function.
[bookmark: _Toc119404361]Emergencies and Emergency Drills
Should Amwrelle Cleaning & Home Care Services be required to perform an evacuation, emergency or fire drill, workers will assist all individuals to evacuation points by safe and secure methods. Any emergency procedures and exercises will be supervised by the Amwrelle Cleaning & Home Care Services allocated, fire warden. All individuals and workers must comply with all instructions throughout this process. For more information regarding 

emergency events/planning, refer to Amwrelle Cleaning & Home Care Services’ Emergency Planning Policy and Procedure. This allows all workers to establish correct procedures should a serious event occur.
[bookmark: _Toc119404362]Inductions
Inductions will provide workers with necessary training and education that provides information on how to enter Amwrelle Cleaning & Home Care Services’ establishment and grounds.
[bookmark: _Toc119404363]Supporting Documents
Documents relevant to this policy and procedure include:
· Incident Management Policy and Procedure
· Participant Safe Environment Risk Assessment 
· Incident Management Policy and Procedure
· Participant - Risk Assessment Form
· Risk Management - Risk Management Plan 
· Work Health and Safety Policy and Procedure
[bookmark: _Toc119404364]Policy Review
Amwrelle Cleaning & Home Care Services may 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 and 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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