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SECTION 1 - INTRODUCTION
PURPOSE

The purpose of this procedure is to ensure that Swinburne University provides and maintains a safe and healthy workplace for all persons through the:

· Identification of hazards / risks in the workplace through regular OHS Worksite inspections.
· Assessment of hazards, and risks identified and implementation of appropriate control strategies in agreed periods.
OHS Worksite Inspections involve observations, checklists and discussion, and can provide valuable information to help manage health and safety in the workplace.

SCOPE

This procedure applies to all Swinburne University work places with the exception of areas already managed and inspected by Facilities & Services Group (FSG). Areas already inspected by FSG as part of their core function, which are not included in this procedure, are:
· Unallocated classrooms including seminar rooms, atrium, auditorium, lecture theatres and meeting rooms.
· Toilets & amenities areas.
· Paths of travel including hallways, corridors, entrances and exits.
· Plant rooms, electrical cupboards, fire stairs & stairs, lifts & lift motor rooms, balcony / terraces, cleaners cupboards, access ramps and loading bays.
DEFINITIONS
	Word/Term
	Definition

	Hazard
	Condition or situation, which has the potential to cause injury or illness (physical or psychological) to persons or damage to property and the environment.

	Heads of Management Unit
	A person with manager / supervisory responsibility, recognised within the approved organisational structure of the divisions within Swinburne University of Technology, and includes those with delegated responsibility for staff and resources.

	Health & Safety Representative
	An elected member of a designated work group who holds office in accordance with the provisions of the OHS Act 2004.

	Hierarchy controls
	The hierarchy of controls is the preferred priority for risk control, emphasising hazard elimination and, where this is not possible, risk minimisation and other consideration:

· Elimination of hazard

· Substitution of hazardous processes or materials with safer ones

· Isolation of the hazard

· Engineering controls

· Administrative controls

· Personal protective clothing & equipment

	Manager 
	For the purposes of this procedure a manager is any person who 

· Supervises or controls the work of staff or study activities of students. 

· Has delegated responsibilities by their Head of Management Unit as having responsibilities for staff and resources.

	Reasonably practicable
	Means having regard to:

· The severity of the hazard or risk in question;

· The state of knowledge about that hazard or risk and any ways of removing or mitigating it;

· The availability and suitability of ways to eliminate or reduce the hazard or risk; and

· The cost of removing or mitigating the hazard or risk.

	Work site
	Location where a management unit of a faculty / school or department operates out of a building.


LEGISLATIVE CONTEXT

	Name
	Location

	Occupational Health & Safety Act 2004
	http://www.austlii.edu.au/au/legis/vic/consol_act/ohasa2004273/



RESPONSIBILITIES

	Responsibilities

	Heads of Management units shall:

· Ensure that worksite inspections are conducted as per the frequency of this procedure for areas under their control, corrective actions are implemented where practicable.
·  Ensure adequate resources are available for the undertaking of work site inspections and implementation of corrective actions where reasonably practicable.

· Ensure that managers who undertake work site inspections are adequately trained.

	Health & Safety Representatives  shall:
· Participate in worksite inspections and be consulted in relation to the identification, assessment and control of hazards.

	Managers shall:

· Ensure that local procedures are developed in response to this procedure and that these are followed by staff and students;

· Workplace inspections conducted as per the frequency of this policy for areas under their control.

· Ensure HSRs participate in worksite inspections within their designated work areas.

· Corrective actions implemented within agreed periods and recorded in the inspection checklist.

	Staff & Students shall:

· Take reasonable care for their own health & safety, and for the health & safety of anyone else who may be affected by their acts or omissions in the work / study environment.

· Bringing to the attention of the manager conducting the OHS worksite inspection any concerns they have in relation to their health & safety, which they have identified in their work area/s.

	OHS Consultant will:

· Provide assistance and advice to Directors, Managers and employees in the implementation of this procedure where requested.

· Provide information and training to employees and management as requested or as deemed necessary.

· Assist work areas where required with the process of assessing and controlling workplace hazards/risks.
· Monitor and review compliance with the requirements of this procedure. 


SECTION 2 - PROCEDURE
PROCEDURE

	
	Procedure steps
	Responsibility

	1.
	Worksite Inspection Procedure
	

	1.1
	A worksite inspection should involve at a minimum the manager delegated by the Head of Management  Unit  as well as the Health & Safety Representative (HSR) for the area. Where the HSR is not available the deputy HSR can assist, and in their absence an employee who works within the management unit.
	Manager

	1.2
	The manager is to ensure that all areas under their control are inspected. This includes:
· All offices / work areas (including small kitchens) wherever the management unit operates out of a building.

· Classrooms and other teaching areas allocated to the management unit.

· Where management units have equipment or teaching tools and other items located in shared teaching areas /  unallocated classrooms, the Head of Management Unit is responsible for ensuring the equipment / teaching tools are inspected for their continued safe use.
	Manager

	1.3
	The manager is to conduct a ‘walk-through’ of all work areas recording their findings in the appropriate checklist/s.
· Checklist A – All areas (all areas to complete)
· Checklist B – Specialised areas (Laboratory’s, Barns, Workshops, Horticulture, Theatres & Specialist Storage areas.)
	Manager

	2.
	Frequency of Inspections
	

	2.1
	As a minimum Heads of Management Units are to ensure, two inspections are conducted per year for all areas.
	Heads of Management Units

	2.2
	Inspections can be undertaken any time during the six months leading up to 31st March and 30th September each year. Managers should select a time that is most suitable in terms of operational requirements of the management unit.
	Manager

	3.
	Identification, allocation and implementation of corrective actions
	

	3.1
	The Head of Management Unit has ultimate responsibility for the implementation of any agreed actions identified out of work site inspections.
	Head of Management Unit

	3.2
	For each item on the checklist, the status box is to be marked ‘(’ for satisfactory, ‘X’ for unsatisfactory / action required or ‘N/A’ for Not Applicable for this area.
	Manager

	3.3
	Any item marked with an ‘X’ must have actions identified to address the item / issue. The identity of the person responsible for completing the action and date on which the action is to be completed must be recorded in the relevant column of the checklist.
	Manager

	3.4
	The delegated manager shall consult with their Head of Management Unit as necessary to seek approval for the implementation of actions that require expenditure beyond their level of authority.
	Manager 

	3.5
	Where an action is assigned to a person from another department e.g. FSG or other entity, the allocation of the action must be discussed with that person with agreement on periods to be implemented.  For minor works, a work order must be logged through WSM Enterprise system.
	Manager 

	3.6
	Where a hazard has been identified and agreement on the implementation of a corrective action is not able to be reached, managers shall contact the OHS Consultant who can assist in a resolution.
	Manager

	3.7
	Health & Safety Representatives in their roles as HSRs are not to be assigned responsibility for actions unless such tasks are within the responsibility of their role.
	Manager 

	3.8
	The original completed checklist is to be kept on site and used as a point of reference for the tracking of implementation of actions.
	Manager 

	4.
	Monitoring of corrective actions
	

	4.1
	Each faculty, school or department should develop internal systems and processes for the collation of all completed work site inspection sheets and sign off by the department manager.
	Head of Management Unit

	4.2
	The Head of Management Unit or their delegate is responsible for monitoring the implementation of actions until all are completed. 
	Head of Management Unit

	5.
	Inspections of unallocated and common areas
	

	5.1
	Facilities Services Group (FSG) is responsible for the inspection and maintenance of unallocated and bookable spaces of the university. The inspection and maintenance of these areas is part of the FSG core function and outside the scope of this procedure. 

For the purposes of this procedure FSG inspects the following:

· Grounds

· Security night audit

Copies of inspection reports for the above including findings and actions taken are to be forwarded to the OHS Consultant. 
	Director FSG

	6.
	Document maintenance and Data Distribution 
	Responsibility

	6.1
	All completed and signed worksite inspection checklists are to be forwarded to the OHS Consultant for monitoring and review. Close off dates for the receipt of completed reports at Human Resources is 30 April and 31 October respectively.
	Manager 

	6.2
	The OHS Consultant collates and records all checklists and reports on these in HR reporting. The OHS Consultant also monitors and reviews findings of inspections, following up with managers as required.
	OHS Consultant

	6.3
	Documentation related to OHS Worksite Inspections, including completed checklists, risk assessment records and actions plans shall be maintained within each department and kept for a minimum of 5 years.
	Head of Management Unit


SECTION 3 - GOVERNANCE

SUPPORTING DOCUMENTATION

Forms and Records Management
	Form
	Retention Time
	Retention Location

	Checklist A – All areas
	5 years
	On – site

	Checklist B – Specialised areas
	5 years
	On – site

	External grounds checklist FSG form
	5 years
	On – site

	Night Security Audit checklist FSG form
	5 years
	On – site


*University Disposal Schedule is available at 

http://www.swinburne.edu.au/corporate/scs/rms/retentionanddisposal.html
Related Material

	Name
	Location
	Document Type

	Swinburne OHS Policy
	PPD
	Policy


 VERSION CONTROL AND CHANGE HISTORY

	Version Number
	Approval Date
	Approved by
	Amendment

	V 1.0
	XXXXXXXXXX
	XXXXXXXXXX
	Expanded on roles and responsibilities, procedure reflects current practice.


POLICY & PROCEDURE DIRECTORY REQUIREMENTS

	CATEGORY

	OHS work site inspections


	KEYWORDS

	Work site inspections


OHS Procedure








Please Note:  Printing this document may make it obsolete.

For the latest version of this policy always check the Policy

and Procedures Directory
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