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P-11 Occupational Health and Safety Policy and Procedure 

 
Purpose 

Diamond Valley Learning Centre (DVLC) has a legal obligation to provide a safe and healthy workplace as far 
as reasonably practicable, and a legal duty of care to students to protect them from foreseeable injury or 
harm.  

Scope 

This policy and procedure applies to all DVLC employees, students, clients, volunteers, Board members and 
other stakeholders. 

Definitions 

Term Definition 

Hazard Anything with the potential to cause harm, injury, illness, or loss. 

Health and Safety 
Representatives 
(HSR) 

Employee representatives given specific powers under the Occupational 
Health and Safety Act 2004 (Vic). 

Inspection A formal check of physical conditions existing within a defined time and 
area against pre-established criteria, such as a checklist. 

OHS Occupational health and safety or workplace safety. 

Risk Exposure to harm, loss or damage, whether potential or actual. 

Risk assessment A method for systematically identifying and evaluating the potential risks 
that may arise in an activity. Analysing risk involves determining the 
likelihood and consequences of harmful factors for DVLC employees and 
students. 
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Term Definition 

WorkSafe Notifiable 
Incident 

A requirement under the Occupational Health and Safety Act 
2004 (Vic), for all employers to report workplace incidents 
resulting in: 

• death; 
• medical treatment within 48 hours of being exposed to 

a substance; 
• immediate treatment as an in-patient at a hospital; 
• immediate medical treatment for amputation, serious 

head injury, serious eye injury, separation of skin from 
underlying tissue, electric shock, spinal injury, loss of a 
bodily function, or serious lacerations; 

• any of the following dangerous occurrences if they 
expose a person in the immediate vicinity to an 
immediate health and safety risk, regardless of whether 
or not an injury has occurred: 

- collapse, overturning, failure, malfunction of or 
damage to plant that is required to be licensed; 

- collapse or failure of an excavation or supporting 
shoring; 

- the collapse or partial collapse of a building or 
structure; 

- an implosion, explosion or fire; 
- escape, spillage or leakage of any substance; 
- the fall or release from a height from any plant, 

substance or object. 

Contact WorkSafe on 13 23 60 for further advice. Failure to 
report a workplace incident is an offence. 

 
Policy Guidelines 

DVLC values the health and safety of all its stakeholders and seeks to take all reasonable precautions that 
would minimise the risk of injury or harm to anyone using DVLC services. DVLC has a range of policies and 
procedures which promote a health and safety culture and meet legal obligations. Policies which describe 
the processes and strategies in place to keep students and others safe include: 

• P-56 Accident and First Aid Policy; 
• P-55 Anaphylaxis Management Policy; 
• P-57 Asthma Management Policy; 
• P-51 Bullying, Harassment and Discrimination Policy; 
• P-24 Critical Incident and Emergency Management Policy; 
• P-26 Diversity, Access and Inclusion Policy; 
• P-54 Excursion Policy; 
• P-1 Risk Management Policy; 
• P-42 Consumer Protection Policy; 
• P-43 Privacy Policy; 
• P-58 Pandemic Policy; 
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• P-19 Records Management and Archive Policy; and 
• P-31 Student Safety and Security Policy. 

Please refer to these policies and procedures for specific care and safety details. 

DVLC has obligations under the occupational health and safety legislation to: 

• provide and maintain a workplace that is safe and without risks to health (as far as reasonably 
practicable); 

• monitor the health of employees and conditions in the workplace; 
• provide employees with health and safety information; 
• protect (as far as reasonably practicable) people other than employees (volunteers, clients, 

contractors, visitors) from health and safety risks during service provision;  
• not recklessly endanger people at workplaces (e.g. by failing to do something);  
• consult with employees on health and safety matters; and 
• notify WorkSafe Victoria of certain incidents and preserve the incident site. 

All DVLC employees must take reasonable care of their own health and safety, and the safety of others 
while at work. This includes taking reasonable care that their acts or omissions do not adversely affect the 
health and safety of other people, such as students, clients, visitors and contractors.  

Hazard identification and risk assessments 

DVLC will proactively identify actual or potential hazards in the learning environment and implement 
strategies to eliminate, prevent, mitigate or reduce the risk of injury or harm to employees and students. 
Nominated employees or Health and Safety Representatives (HSR) will conduct routine quarterly 
inspections to proactively identify hazards and other OHS issues. The Chief Executive Officer (CEO) will 
monitor and review all risk assessments and report issues to the DVLC Board. 

OHS issue resolution 

When an actual or potential safety breach has been identified, the CEO will meet with employee 
representatives/HSR to discuss the issue and determine how it can be resolved. If the issue cannot be 
immediately resolved, the CEO will raise the matter for discussion at the next employee meeting, and/or 
obtain OHS advice from the HSR or a relevant expert. Once an action has been decided and risk 
assessments updated, employees will be informed of the action to be taken. 

WorkSafe Notifications 

DVLC will ensure that all reportable incidents are reported to WorkSafe Victoria. For more details on 
WorkSafe notifiable incidents, please see the procedure. 

Consultation 

DVLC will consult with employees/HSR on OHS matters through: 

• maintaining OHS as an agenda item at employee meetings for regular OHS discussion; 
• maintaining an OHS noticeboard; 
• emails from the CEO (or nominee) on OHS matters; and 
• any other suitable feedback channel e.g. surveys. 

Training 

DVLC will provide employees with an OHS induction, information about their OHS obligations and other 
OHS matters, supervision (as needed) and training. All employees will have access to training in safe work 
practices, such as: 
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• ergonomic computer usage; 
• manual handling; 
• slips, trips and falls; 
• infection control; and 
• any other common hazards identified within the learning environment or through employee 

consultation. 

Delays in completing OHS activities or resolving OHS issues 

If an OHS activity has been delayed and has not been completed by the intended date, the CEO will report 
the delay to the Board and employees/HSR, identify the reasons for the delay, and provide a new date for 
implementation.  

If an employee/HSR is unable to complete an OHS activity assigned to them within a reasonable time, they 
are required to inform the CEO so that alternative arrangements can be made as soon as possible. 

 

Procedure Guidelines  

1. All DVLC employees and volunteers are required to: 

a. identify potential hazards in their work area and report them as soon as practicable to the OHS 
team or their HSR; 

b. remove hazards if it is safe to do so; 
c. report accidents, injuries and incidents immediately according to the appropriate policy and 

procedure; 
d. comply with OHS instructions from the OHS team or from management; and 
e. promote awareness of health and safety issues. 

 
2. The OHS team must meet regularly to: 

a. address OHS issues; 
b. schedule regular site inspections (at least once per term), audits and practice evacuations (at least 

annually);  
c. ensure that appropriate safety signage and evacuation notices are on display, and updated as 

required; 
d. provide or schedule training for team and other employees; 
e. provide OHS reports to management; 
f. collaborate with management in improving the health and safety at DVLC; and 
g. communicate OHS information to employees. 

 
3. The OHS team must take seriously all employee reports on OHS matters and respond immediately to 

critical reports. All reports must be recorded and investigated. 
 

4. The CEO and DVLC managers must address any OHS issue raised by employees or the OHS team and: 

a. consult with the Board, if applicable; 
b. resolve the issue with the assistance of the OHS team; 
c. carefully consider precautionary measures or control mechanisms for implementation; 
d. advise all employees of changes to OHS practices; 
e. ensure that the OHS Policy and Procedure (this policy) is regularly reviewed and updated; and 
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f. take disciplinary action if the OHS Policy and Procedure has been breached. Actions depend on the 
seriousness of the breach and may include dismissal, counselling and/or training for employees; 
students may be exited from their learning program. 
 

5. The CEO must notify WorkSafe Victoria immediately of any reportable incident involving employees, 
students, clients, visitors or volunteers, by telephoning 13 23 60. If the situation is still an emergency or 
high risk, the CEO must telephone emergency services on 000 and follow the Critical Incident and 
Emergency Management Policy. If unsure whether the incident is reportable, the CEO must call 13 23 
60 and ask for advice. The CEO must: 

a. ensure that the incident site remains undisturbed until the arrival of the WorkSafe Inspector (unless 
it is required to protect the health and safety of someone, help someone who is injured, or make 
the area safe); 

b. complete the online incident notification form at https://www.worksafe.vic.gov.au/ within 48 
hours. If the online form is not working, it should be downloaded in print form, completed and 
emailed to info@worksafe.vic.gov.au; 

c. retain a copy of the completed incident notification form, the WorkSafe confirmation email or 
other WorkSafe responses, and any related documents for at least five years, and make them 
available where required; and 

d. notify the Board as soon as possible that a WorkSafe Notification has been made. 
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