
6.3 Work Health and Safety  

Policy Statement 

For the protection of children, educators, management, and visitors,  and the service as a 

whole, the service will ensure that its equipment, facilities, and premises are safe and clean in 

keeping with the requirements of the Work Health and Safety Act, 2011. The service promotes 

health and safety awareness for all people involved in the service.  Policies and procedures are 

developed and monitored to reflect safe work practices. 

The service will ensure the space and facilities used for the OSHC program are safe, stimulating 

and enable the provision of quality education and care. The service will work collaboratively to 

ensure the environment accessible to all children will positively and safely contribute to their 

wellbeing, learning and development. The service recognises the responsibility to ensure the 

environment and equipment used in providing care and education is safe, clean and in good 

repair.  

Risk Assessment Consultation 

Consultation with educators is more than a courtesy, it is a legal requirement and an essential 

part of managing health and safety risks. A safe workplace is more easily achieved when 

everyone involved in the work communicates with each other to identify hazards and risks, 

talks about any health and safety concerns, and works together to find solutions. This includes 

cooperation between the people who manage the work and those who carry out the work or 

who are affected by the work. By drawing on the knowledge and experience of everyone, more 

informed decisions can be made about how the work should be carried out safely. Educators 

are to be actively involved in the risk assessment process to improve the effectiveness of 

controls and to drive a culture of safety.  

WHS Procedures 

The service’s duties in maintaining a suitable safe and healthy workplace environment is 

covered by procedures for— 

• managing risks in the workplace (risk assessment process), 

• systems to ensure a safe physical environment is established and maintained, and 

• routine practices to manage workplace hazards.  

Key Tasks and Responsibilities  

Risk Assessment 

Procedures 

The Approved Provider is responsible for establishing processes to 

manage and control risks. They collaborate with the Nominated 

Supervisor and educators to ensure effective control measures are 

embedded. The Nominated Supervisor is responsible for maintaining risk 

assessment records and relevant reports.  

Daily Checklists 
All educators are to inspect the physical environment to ensure the 

service is physically suitable for play and leisure. Any identified hazards 



are brought to the attention of the Nominated Supervisor or Responsible 

Person and addressed appropriately.  

Supervising 

Practices 

The Nominated Supervisor or Responsible Person is responsible for the 

supervision of staff executing tasks to ensure safety, including providing 

relevant instruction and guidance.  

 

Procedures   

Work Health and Safety – Risk Management Process 

While the Approved Provider sets out the expectations and processes for ensuring risks are 

managed, the Nominated Supervisor is responsible for leading the day-to-day work health and 

safety management and to ensure control measures are followed. In recognising risk 

management is a shared responsibility, the Nominated Supervisor is supported by educators 

who will assist identifying hazards and improving the control measures adopted to address 

relevant risks.  

 

A comprehensive risk assessment process forms the basis of the work health and safety 

framework for the service. Our risk assessment procedures are ongoing process that are 

triggered when there is a change or introduction to anything that might affect work activities, 

the environment or the health and safety of people at the service. The Nominated Supervisor 

will consider a new or revised risk assessment when: 

Changing work practices, procedures, or the work environment. 

Purchasing new equipment or using new substances. 

New information about work related risks becomes available. 

Responding to work related incidents (even if they have caused no injury). 

Responding to concerns raised by workers or others at work. 

Required by the relevant regulation or rule. 

 

Managing work risks is a four-stage process to: 

Identify hazards Discover and document what could cause harm. 

Assess risks 

Understand- 

• the nature of the harm that could be caused by the hazard,  

• how serious the harm could be, and  

• the likelihood of it happening. 

Control risks 
Implement the most effective control measure that is reasonably 

practicable in the circumstances. 

Review control 

measures 

Monitor and supervise control measures to ensure they are 

eliminating or isolating risks as planned. 

 



Once a hazard is identified, the risk assessment will process will identify a control measure that 

takes every reasonable precaution to control the risk, with the hierarchy of risk control 

informing the control measure selected. The service will look to adopt the highest level of 

control available— 

 

Level 1 Eliminate Remove the hazard and associated risk. 

Level 2 

Substitute 
The hazard with something safer - replace hazard 

item. 

Isolate  
Physically separating the source of harm from 

people by distance or using barriers. 

Physical modification or 

design 

Uses a mechanical device or process to physically 

assist and reduce the chance of physical injury or 

fatigue. 

Level 3 

Administrative controls  
Work methods or procedures that are designed to 

minimise exposure to a hazard. 

Personal protective 

equipment (PPE) 

Face masks, gloves, aprons and protective 

eyewear. 

 

Consultation 

Educators will be actively involved in ensuring a safe and healthy work environment, being 

provided with a reasonable opportunity to express their views and contribute to health and 

safety decisions. This may involve: 

• providing a suitable time during work hours for consultation and discussion. 

• allowing opinions and perspectives about health and safety to be regularly discussed 

and considered in meetings. 

• providing educators and parents with multiple ways to provide feedback (e.g. email). 

The Approved Provider and Nominated Supervisor will take into account the views of 

educators and families before making final decisions. However, consultation will not require 

consensus or agreement, it’s purpose is around the service’s leadership to allow contribution 

for stakeholders before health and safety decisions made. 

Safe Physical Environment 

The generally design of the facilities is appropriate for quality education and care, and ensures 

there is adequate temperature control, ventilation, lighting and shade for children and 

educators’ health, safety and comfort. 

Risk Assessment 

The service has developed a comprehensive risk assessment for the service’s indoor and 

outdoor environment, which establishes a standard for the environment’s health and safety.  

 



Daily Inspections (Checklists) 

Prior to each session an inspection of the facilities is carried out (a daily inspection) to ensure 

the environment reflects the established standard. These checks are documented, and any 

issues are brought to the attention of the Nominated Supervisor, with the following remediate 

actions expected— 

• Any equipment that is faulty or broken is removed and/or disposed of. 

• Any rubbish or hazards are cleaned, or where this isn’t possible, the area is isolated. 

• Any playground features that are damaged or worn will be isolated and reported to the 

school for maintenance.  

Where an area is isolated because of a hazard- 

1. Educators will be informed at the daily meeting/catch up, and 

2. The school will be notified at the earliest opportunity.  

Electrical Safety 

The Approved Provider will ensure the building is inspected periodically for electrical safety 

including relevant electrical safety devices.  The Nominated Supervisor will coordinate and 

ensure: 

• Specified electrical equipment is inspected, tested and tagged by a competent person at 

recommended intervals and immediately withdrawn from use if it is not safe to use. 

• Specified electrical equipment is connected to a type 1 or 2 safety switch.  The safety 

switch must be tested at prescribed intervals and withdrawn from use if not working 

properly. 

Educators will be instructed in the safe use and storage of electrical equipment associated with 

their work. 

Injuries to Employees & Visitors –  

Any employee (or other persons) injuries will follow steps comparable with the services policy. 

Any significant injury, requiring medical treatment will be managed by the coordinator or 

responsible person. Just as expected with children, where an injury requires greater response 

than first aid, an ambulance will be called. 

Process 

Documentation of educator or visitors injuries will be recorded on the appropriate form/s.  

Managing Workplace Hazards (Routine Practices) 

Dangerous Substances 

A risk assessment has been developed to addresses the storage and use of any dangerous 

substances (any chemicals, disinfectants, sanitisers, poisons, corrosive or otherwise toxic 

substances) located at the service, and ensures— 

• All potential hazardous substances, including cleaning items, are to be— 

o clearly labelled as per manufacturer safety instructions.  

o kept out of reach of children and placed in a child proof storage facility. 

• Any unlabelled, unused or unnecessary substances are disposed of in a safe manner. 



• All substances stored at the service have a safety data sheet (obtained from the 

manufacturer) and are retained in the SDS register. 

• Educators will be trained and instructed on the safe use and storage or any relevant 

substances.  

Manual Handling 

While some light physical handling of equipment and resources might be needed from time-

to-time, generally, educators will not engage in significant manual handing. However, any time 

an educator is required to lift objects, they are to do so safely. Educators must inform the 

Nominated Supervisor if they have any medical or health issues that may place them at risk of 

injury when lifting or moving objects. 

Should lifting equipment (e.g. hoists) be required, relevant training and instruction will be 

provided. These resources should only be used as intended.  

Disposing of Sharps or Other Dangerous Objects 

‘Sharps’ refers to any object that can pierce or penetrate the skin easily, including needles and/or 

broken glass. An injury from a needle-stick can expose a person to blood-borne viruses.  

Where a needle/sharp hazard (including broken glass that may be contaminated with blood) are 

found on the premises, the safe disposal procedures will be carried out by an educator or 

responsible person— 

1. Move children away from the area. 

2. Ensure there is space to move and clearly observe the sharp. 

3. Put on disposable latex or vinyl gloves that to do not interfere with dexterity.  

4. Grabbers or other implements should not be used. A stick may be used to carefully 

separating multiple sharps.    

5. Bring the sharps container to the syringe, placing it on an even surface beside the object 

(syringe/sharp) 

6. Use gloved hand to pick up the syringe by the middle of the barrel. Do not use a brush 

to sweep the syringe, as the sweeping action can cause the object to flick into the air 

causing additional risk.  

7. Place the syringe in the container sharp end first.   

8. Securely place the lid on the container and ensure it is sealed. Hold the container by the 

top when carrying. 

9. Dispose of the container by putting in an industrial bin or taking it to a public sharps 

disposal bin. Ensure is it stored appropriately while in transit. 

If an educator is injured by a used needle: 

• Wash with running water and soap as soon as possible. 

• Apply a sterile waterproof dressing. 

• Seek medical advice. 

• Follow the safe disposal procedures as above and take the needle or syringe with you to 

the doctor. 



A sharps container is available at the service and is a receptacle intended for the collection and 

disposal of sharps. It is— 

• Rigid-walled, puncture-proof, and sealable,   

• Yellow in colour,  

• Labelled as ‘sharps’ or ‘infectious waste’, and 

• Carries the biohazard and AS/NZS symbols. 

Biological Hazards 

The service has relevant protocol and procedures for addressing biological hazards. These are 

set out in Example 2.5 Infectious Diseases.  

 

Psychosocial Hazards 

Work-related stress, bullying, violence and work-related fatigue are examples of psychosocial 

hazards that can present in workplaces. To address these risks, the service will maintain a 

supportive environment for its staff, children and families.  

Expectations of conduct are clearly contained within relevant policy, including the service’s 

code of conduct (Example 4.1 Code of Conduct). At all times interactions between workers will 

be expected to be respectful, courteous and professional.  

Instances of harassment and bullying will be taken seriously. Employees have access to 

complaints mechanisms to support their access to a fair and reasonable work environment. 

Any work issues can be addressed to the Nominated Supervisor or Approved Provider free of 

reprisal or victimisation. 

Employee’s will be fairly managed and have opportunities to address performance and 

workload issues in appropriate forums, including regular performance review meetings and 

plans.   

Legal and Regulatory Foundation  

In preparing and implementing this policy, the Approved Provider recognises the obligations and 

requirements related to – 

National Quality Framework 

• Education and Care Services National Law: 

o s.165 Offence to inadequately supervise children 

o s.166 Offence to use inappropriate discipline 

o s.167 Offence relating to protection of children from harm and hazards 

• Education and Care Services National Regulations:  

o R.155 Interactions with children 

o R.156 Relationships in groups 

o R.168 Education and care service must have policies and procedures  

o R.170 Policies and procedures to be followed   

o R.171 Policies and procedures to be kept available 

• National Quality Standard: 

o QA2 – Children’s health and safety 

o QA7 – Governance and Leadership 

 

Additional Regulatory Context and Guidance 

• Work Health Safety Act 2011 (Qld)  

• Department of Education Queensland - Safe handling and disposal of needles and syringes 

https://education.qld.gov.au/initiativesstrategies/Documents/safe-disposal-of-needles-and-syringes.pdf


• Workplace Health Safety Queensland Codes of Practice:  

o How to manage work health and safety risks  

o Work health and safety consultation, cooperation and coordination  

o Managing the risk of psychosocial hazards at work 

o Managing risks of hazardous chemicals in the workplace  

o Preparation of safety data sheets for hazardous chemicals 
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