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OHS POLICY 

Occupational Health and Safety 

Purpose 

This policy outlines our schools intention to maintain a healthy and safe working 
environment.  All schools are required to follow The Department’s Health, Safety and 
Wellbeing Policy endorsed by the Secretary as attached. 
 

Objective 

Manchester Primary School along with the Department value and supports its staff and 
students and is committed to ensuring a healthy and safe working and learning 
environment. The Department recognises that employee health, safety and wellbeing is 
integral to achieving excellent educational and work performance outcomes and commits, 
so far as reasonably practicable to: 

o prevent workplace injuries and illnesses 
o allocate adequate resources 
o enhance workplace culture 
o provide transparent and robust information, training, instruction and documentation 
o drive continuous improvement in health, safety and wellbeing 
o maintain a working environment that is safe and without risks to health. 

 
 
 

Policy 

To assist schools create and maintain a healthy and safe working environment the 
Department has developed an Occupational Health and Safety Management System 
(OHSMS) that should be implemented in all schools. 
 
The OHSMS outlines how schools can meet their health, safety and wellbeing obligations. 
The OHSMS is a translation of legislative and regulatory requirements for schools that need 
to be managed.  
 
The DET Employee Health, Safety and Wellbeing Division 
is responsible for updating the OHSMS and 
communicating changes.  
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The Department’s Health, Safety and Wellbeing Policy has been endorsed by the Secretary. 
This Policy clearly states the Department’s overall OHS objectives and demonstrates senior 
executive commitment to improving OHS performance.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
DET - Health, Safety and Wellbeing Policy 
Health Safety and Wellbeing Policy (Word) must be displayed on the school’s occupational 
health and safety (OHS) noticeboard. 
 
Manchester Primary will 
ensure that it follows the DET 
Health, Safety and Wellbeing 
Policy.  
 
 

https://www.education.vic.gov.au/hrweb/Documents/OHS/healthsafetywellbeingpolicy.docx
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The aim of the OHSMS is for Principals to create healthy and safe workplaces by managing 
key risks in their school, with support from central and regional offices. Manchester Primary 
does this by following a range of policies which are applicable to our school and form part of 
the Occupational Health and Safety Management System (OHSMS): 
 
DET - OHS management provides guidance and support for schools to implement the 
Occupational Health and Safety Management System (OHSMS) and a number of detailed 
and extensive resources on PAL – Policy Advisory Library are provided to support and 
provide additional guidance to Manchester Primary School. 
 

• OHS management system guide (Word) 
• Safe and well in education strategy (PDF) 
• Safe and well in education framework (PDF) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Leadership 
To manage health, safety and wellbeing at Manchester Primary School the principal has 
certain accountabilities including: 
 

• Promoting health, safety and wellbeing 
• Preventing risks and injuries, including through embedding appropriate school 

management and supervision practices for health, safety and wellbeing 
• Identifying safety risks (also known as hazards) 
• Managing risks, including by implementing controls using the hierarchy of controls 
• Responding to risks/hazards, injuries and near misses, including reporting incidents 

for regional and central office support, and overseeing return to work for employees 
• Consulting with employees regarding health, safety and wellbeing (including through 

Health and Safety Representatives (HSRs), and a Health and Safety Committee, 
where applicable) 

• Reviewing and continuously improving the management of health, safety and 
wellbeing at our school 

 
The Principal must implement OHSMS requirements for which they have control or 
responsibility. Staff must perform their work safely and without risk to their health /others.

https://www.education.vic.gov.au/hrweb/Documents/OHS/ohsmsguide.docx
https://www.education.vic.gov.au/hrweb/Documents/OHS/Safe%20and%20Well%20Education%20Strategy%202019-2024.pdf
https://www.education.vic.gov.au/hrweb/Documents/OHS/Safe%20and%20Well%20Education%20Framework%20V12.pdf
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Capability 
At Manchester Primary School we have found the best approach to leading health, safety 
and wellbeing include having a strong and capable leading team who follow processes, 
which are covered by the OHSMS elements of: 

• OHS Planning 
• OHS Consultation and Communication 
• OHS Induction and Training 

 
 
OHS Planning 
Being proactive embeds the management of health, safety and wellbeing into normal school 
operations. 
 
The principal must use the OHS Activities Calendar  to effectively plan and manage OHS 
based on their school’s profile (for example the particular facilities and OHS hazards in the 
school). This will ensure that OHS activities are completed and recorded in a timely manner. 
Refer to: OHS Planning Policy 
 
 
OHS Consultation and Communication 
Being transparent and inclusive about the management of health, safety and wellbeing 
builds mutual trust. 
 
The principal must involve employees and Health and Safety Representatives (HSRs) in 
proactive consultation around the identification and management of workplace hazards. 
Refer to: OHS Consultation and Communication Policy 
 
 
OHS Induction and Training 
Providing employees with an OHS induction introduces them to the culture of our school. It 
also provides critical information relating to safety management and key people. 
 
To supplement this, Manchester Primary School recommends that staff are encouraged to 
attend training which is also key to building employees’ knowledge and is a critical 
component to having a healthy and safe workplace. The Department has a suite of 
eLearning modules and in-house training available to improve health, safety and wellbeing 
capability: 

• OHS eLearning modules (LearnED) 
• Safety Management for School Leaders (Bastow) 

Refer to: OHS Induction and Training Policy 
 
 
 
 
 
 

https://www.education.vic.gov.au/hrweb/Documents/OHS/ohsactivitiescalendar.xlsx
https://www2.education.vic.gov.au/pal/ohs-planning/policy
https://www2.education.vic.gov.au/pal/occupational-health-and-safety-ohs-consultation-and-communication/policy
https://www.bastow.vic.edu.au/professional-learning/safety-management
https://www2.education.vic.gov.au/pal/ohs-induction-training/policy
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Risk 

Manchester Primary School will follow the OHS Risk Management Policy as follows. 

Definitions 
Risk 
The likelihood of harm arising from exposure to any hazards and the consequence of that 
harm. 
 
Risk Assessment 
Process undertaken to identify the hazards, risk controls, and level of risk associated with a 
task or activity. 
 
Risk Control 
Describes the implementation of an action that eliminates, prevents, reduces or mitigates 
the harm from the potential exposure to a hazard. 
 
The principal in consultation with staff and HSR, must ensure that: 

• hazards that persons may be exposed to in the school are identified 
• a risk assessment is conducted to determine the risk (likelihood and consequence of 

injury or harm to a person) resulting from such hazard 
• consideration is given to the means by which the risk is addressed through actions, 

known as controls, to eliminate, or if elimination is not reasonably practicable, to 
reduce, the risk. 

The principal must understand the school’s particular OHS risk profile in order to implement 
appropriate procedures to control hazards and risks 
 
The principal must complete an initial review of the OHS Risk Register in which they identify 
the applicable hazards for their school and delete any entries that are not applicable.  
 
The review must be undertaken in consultation with the relevant people, including: 

• the delegate, if available 
• staff who either undertake the task, activity or work in the area or who may be 

affected by the outcomes of the risk assessment 
• Health and Safety Representative (HSR) 
• Health and Safety Committee (HSC) member/s, if available 

 
OHS Risk Register must then be reviewed: 

• on an annual basis with the review to be scheduled in the OHS Activities Calendar 
• when hazards are reported 
• when incidents or near misses occur 
• when new hazardous chemicals and/or dangerous goods are introduced into the 

school, see: Chemical Management Policy, or plant and equipment, refer to: Plant 
and Equipment Policy 

• when new or additional information regarding a hazard, relevant to the school, is 
made available or communicated via the regulatory authority, WorkSafe 

https://www2.education.vic.gov.au/pal/occupational-health-and-safety-ohs-risk-management/policy
https://www.education.vic.gov.au/hrweb/Documents/OHS/ohsriskregister.xlsx
https://www.education.vic.gov.au/hrweb/Documents/OHS/ohsactivitiescalendar.xlsx
https://www2.education.vic.gov.au/pal/chemical-management/policy
https://www2.education.vic.gov.au/pal/plant-and-equipment-management/policy
https://www2.education.vic.gov.au/pal/plant-and-equipment-management/policy
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Continuous improvement 

Manchester Primary School and the Department is committed to reviewing health, safety 
and wellbeing Policies and Procedures every two years to ensure that we are adapting to 
the differing risk profiles at our school and keeping up with contemporary methods and 
ensuring legislative compliance.  

Audit 

Manchester Primary School will maintain compliance of established OHSMS practices, not 
only do our staff continue to review our own internal practices the Department also 
conducts an audit of the school to help ensure all safety procedures are maintained to help 
keep staff and students safe and well.  

Following an audit at our school the principal will: 

• complete any corrective actions within the specified timeframes 
• seek guidance from the OHS Advisory Service where necessary to identify corrective 

actions 
• report completed corrective actions on the online system within the specified 

timeframes 
• submit sufficient evidence on the online system to demonstrate that corrective 

actions have been completed 

Staff can also contact the Regional OHS Support Officer for assistance pre or post audit. 

Definitions 
 
Hazard 
Anything with the potential to cause harm, injury, illness, or loss. 
 
Health and Safety Representative - HSR 
An elected employee responsible for representing employees within a DWG on matters 
relating to OHS. 
 
Hierarchy of Controls 
There are a number of ways that risks associated with hazards can be reduced however, the 
effectiveness of each method may vary. The prioritising of approaches in managing the risks 
associated with a hazard is called the hierarchy of controls and indicates the decreasing 
level of effectiveness of various approaches. The hierarchy of controls are: 
 

• Eliminating the hazard at the source 
• Substituting the hazard with something else that poses a lesser risk 
• Isolating the hazard with an engineering control 
• Implementing administrative controls and changing the way work is done 
• Providing Personal Protective Equipment 
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Often a number of different approaches are used in conjunction with each other to provide 
a more effective risk treatment. 
 
OHS Management System (OHSMS) 
OHS Management System is a set of plans, actions and procedures to systematically manage 
health and safety in the workplace. It is actively endorsed by a committed employer. 
 
 
 
Hazards 
 
Definitions 
 
Hazard alerts 
If a hazard is applicable to the school, then a relevant alert should be printed off and posted 
on the health and safety notice board and/or in the relevant location or area of the hazard. 
 
Manchester Primary School has an expectation from all staff, (and the school community) to 
follow the procedures and be compliant when it comes to reporting, acting and reviewing 
any potential hazards as follows:- 
 

 
https://www.education.vic.gov.au/hrweb/Documents/OHS/Safe%20and%20Well%20Education%20Framework%20V12.pdf 
 
 
 

https://www.education.vic.gov.au/hrweb/Documents/OHS/Safe%20and%20Well%20Education%20Framework%20V12.pdf
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Manchester Primary School staff, students and parents can all play their part by:- 

 
https://www.education.vic.gov.au/hrweb/Documents/OHS/Safe%20and%20Well%20Education%20Strategy%202019-2024.pdf 

 
 

https://www.education.vic.gov.au/hrweb/Documents/OHS/Safe%20and%20Well%20Education%20Strategy%202019-2024.pdf
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Further Information and Resources 

DET – PAL Policy Advisory Library should be referred to as it has many resources and polices 
to review. 
https://www2.education.vic.gov.au/pal/occupational-health-and-safety-management-
system-ohsms/policy 
 
https://www2.education.vic.gov.au/pal/occupational-health-and-safety-ohs-risk-
management/policy 
 
Safe And Well In Education Strategy 
https://www.education.vic.gov.au/hrweb/Documents/OHS/Safe%20and%20Well%20Educat
ion%20Strategy%202019-2024.pdf 
 
Safe And Well In Education Framework 
https://www.education.vic.gov.au/hrweb/Documents/OHS/Safe%20and%20Well%20Educat
ion%20Framework%20V12.pdf 
 
 
Relevant legislation 

• Occupational Health and Safety Act 2004 (Vic) 
• Occupational Health and Safety Regulations 2017 (Vic) 

 
 
 
 

OHS Policy Review 

Note: All information gathered in this policy has been retrieved from the DET PAL - School 
Operations OHS Management System (OHSMS) Overview.  -  DET Reviewed 10 June 2020 

 
As stipulated, Manchester Primary will follow the The Department’s Health, Safety and Wellbeing 
Policy as attached. 
 
 
 
This policy was updated on:  

Date:       August 2020 
Evaluation and Review:       August 2022 
 
 
 
 
  
 

https://www2.education.vic.gov.au/pal/occupational-health-and-safety-management-system-ohsms/policy
https://www2.education.vic.gov.au/pal/occupational-health-and-safety-management-system-ohsms/policy
https://www2.education.vic.gov.au/pal/occupational-health-and-safety-ohs-risk-management/policy
https://www2.education.vic.gov.au/pal/occupational-health-and-safety-ohs-risk-management/policy
https://www.education.vic.gov.au/hrweb/Documents/OHS/Safe%20and%20Well%20Education%20Strategy%202019-2024.pdf
https://www.education.vic.gov.au/hrweb/Documents/OHS/Safe%20and%20Well%20Education%20Strategy%202019-2024.pdf
https://www.education.vic.gov.au/hrweb/Documents/OHS/Safe%20and%20Well%20Education%20Framework%20V12.pdf
https://www.education.vic.gov.au/hrweb/Documents/OHS/Safe%20and%20Well%20Education%20Framework%20V12.pdf
https://www.legislation.vic.gov.au/in-force/acts/occupational-health-and-safety-act-2004
https://www.legislation.vic.gov.au/in-force/statutory-rules/occupational-health-and-safety-regulations-2017

