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Purpose
This guidance provides a method of measuring key elements of health and safety management which can be evaluated to highlight overall performance in and across all parts of the University. Whilst the University has the AS/NZS4801 based UWA OHSMS Audit Program and other workplace specific checklists for local compliance and performance monitoring, a centralised reporting process which is presented as an Executive overview is required. By identifying and acknowledging areas where greater focus is required, in respect of work health and safety, the University will be able to direct and better utilise resources to assist in implementation of corrective measures. The Traffic Light System is to be used bi-annually to enable the University to demonstrate a proactive determination to monitor and continually improve safety implementation in the spirit of AS/NZS4801.
It will also assist in demonstrating compliance with the revised Work Health and Safety Act.



Scope
This procedure applies to all areas under the control of the University of Western Australia. Notice of the dates of required response from all parts of the University will be given. This procedure defines the measurement method, the means of evaluating contributing factors, the responsibilities for implementation and the reporting process itself.
 

Legislative aspects

The Work Health and Safety Act
Organisations are required to have adequate systems, processes, structures, resources, procedures and reporting in order to be compliant. The University is classed as a “person conducting a business or undertaking” and so has the primary duty to ensure the health and safety of workers and other persons at the workplace. “Officers” which includes the Executive, Deans and some other senior managers will be required to demonstrate due diligence.  The Traffic Light System offers an opportunity for integration of senior management into a measurement and evaluation process with outcomes which help to demonstrate involvement and due diligence.

	
Reporting responsibilities

Dean, Executive Director or equivalent post

	Receive collated safety performance from UWA Safety and Health.
	Set strategic objectives for the system.


Head of School, Director or equivalent post

	Meet strategic objectives of the system by conforming to the schedule of monitoring.

Report measurement outcomes to the Dean, Executive Director or to the equivalent post.
Report measurement outcomes to UWA Safety and Health where the data will be collated and reported to the University Safety Committee and the University Executive.

UWA Safety and Health

	Provide relevant health and safety performance information.



Key performance measures and evaluation against criteria
Performance measures will be presented in nine categories, each of which has associated ratings as follows:

0
1
2
3
4
NO RESPONSE /
LESS THAN BASIC
BASIC
POSITIVE ACTION
GOOD PRACTICE
BEST PRACTICE

Areas being evaluated can progress from one score to the next only when all the preceding criteria can be positively answered. Full compliance with the criteria in any level must be established to justify application of the associated score. The objective is to attain best practice in each of the nine performance categories. A fundamental aspect of giving a positive response to a question is the requirement that factual or physical evidence is available.



Traffic Light System categories				
Please complete the response table, at the end of this document, using the KEY in section 5 and then submit a scanned copy of this page only to safety@uwa.edu.au.
Alternatively send by post or fax. http://www.safety.uwa.edu.au/contact




LEADERSHIP AND COMMITMENT
“Officers” are required to demonstrate “due diligence” under work health and safety legislation. This implies having up-to-date knowledge of work health and safety, understanding hazards and risks in the workplace, provision of resources to eliminate or minimise risk, timely incident management, implementation of compliance related processes and verification by measurement.
1
BASIC
2
POSITIVE ACTION
3
GOOD PRACTICE
4
BEST PRACTICE

Senior management understands the requirements of the UWA OSH Policy.
 
Managers are aware that they have legal responsibilities for health and safety.

Managers understand impending changes under the forthcoming harmonisation.

Resources for health and safety have been appropriately allocated by senior management.

There is an understanding that greater emphasis must be placed on management of health and safety.

There is some evidence of pro-active health and safety management.


“Officers” of The University can demonstrate due diligence through direct participation in health and safety management with an understanding of the organisation’s related legal obligations.

Senior management take on board the findings of risk assessments, supports plans for improvements in health and safety and allocates appropriate resources.

Health and safety performance is given high priority.

Senior Management takes overall responsibility for formulating and implementing the written work health and safety policy.

There is a positive commitment to involving workers and Health and Safety Representatives.

Specialist advice is sought as appropriate from UWA Safety and Health.

Senior management react positively to reports of health and safety related deficiencies.


Senior management participate in the process of defining health and safety objectives and setting of targets.

The specific health and safety responsibilities, authority to act and reporting relationships of all levels in the organisation have been defined, documented and communicated.

There is a clear commitment to continuous improvement in health and safety performance with regular reviews (e.g. pro-active health and safety planning, implementation and effective communications are a routine aspect of local management).

The commitment of senior managers to implementation of health and safety policy is communicated to workers.

Managers demonstrate commitment by prompting regular workplace inspections and consultation with Safety Officers particularly showing involvement in investigations of incidents or ill health.

A senior manager sits on a Health and Safety Committee. 



Continual improvement beyond basic legal compliance, the implementation of best practice and the fulfilment of written policies is the expressed objective of senior managers.


Senior managers provide leadership in setting priorities where there are competing health and safety objectives. 


There is obvious commitment to educating workers about health and safety issues outside the workplace as part of a programme to encourage a fit and healthy workforce (e.g. there could be general health promotion and surveillance schemes which contribute to overall health and fitness).

Good health and safety performance is recognised and encouraged by managers (e.g. this could apply to individuals or groups).

The senior manager considers and approves health and safety strategy and plans.







PROVISION OF RESOURCES
1
BASIC
2
POSITIVE ACTION
3
GOOD PRACTICE
4
BEST PRACTICE

Workers are provided with ergonomically correct seating, work stations or other aids as necessary to ensure correct working posture and to minimise the risk of work related injury.  

Where appropriate, workers are provided with Personal Protective Equipment. 

There are sufficient qualified and competent people to implement the organisation’s health and safety management system.

Those who represent employees on health and safety matters are provided with time and resources to effectively undertake this role.

Financial and physical resources are identified, allocated and are periodically reviewed, to enable the effective implementation of the organisation’s health and safety management system.



Contingency funding is allocated for health and safety matters relating to the provision of a safer workplace.





COMMUNICATION AND CONSULTATION
1
BASIC
2
POSITIVE ACTION
3
GOOD PRACTICE
4
BEST PRACTICE

Essential posts such as that of Safety Officer and First Aiders have been established.

Basic health and safety information is communicated to new workers during the induction process.

Health and safety policy statements are communicated in writing to workers.

There is evidence of informal communications on health and safety issues

Employees know who their Health and Safety Representative(s) are.

Changes are being made to infrastructure and responsibilities which will improve internal communication of health and safety related information.

Guidance is sought from UWA Safety and Health, as required, to provide a structured approach to improve health and safety management.

Updates to workplace health and safety arrangements are effectively communicated to workers.

Organisation statements showing health and safety roles and responsibilities are communicated in writing.

Employees or their representatives are consulted regarding proposed changes to the work environment, processes or practices and purchasing decisions that could affect their health and safety.

Developments or changes in legal or technical requirements are drawn to the attention of workers.


Essential health and safety information is efficiently communicated to all affected workers.

Existing systems support the collection, evaluation and dissemination of health and safety related information within and externally from the organisation.

The meaning and purpose of the health and safety arrangements and required standards are clearly communicated to workers.

Health and Safety Representatives and Management meet regularly about health and safety issues and minutes of their meetings are available to all in the workplace.

Significant or new findings from hazard management and risk analysis, which affect a wider range of other activities, are communicated in writing to relevant workers.

Workers are kept informed regarding the health and safety performance of the organisation.


New information is disseminated in a timely manner.

There is widespread awareness of essential health and safety information.

Health and safety performance is mentioned in published (annual) reports.

All staff and students and other workers are aware of essential health and safety information

The vision, values, and beliefs which underlie the policy are effectively communicated to workers.






COMPETENCY
1
BASIC
2
POSITIVE ACTION
3
GOOD PRACTICE
4
BEST PRACTICE

A local induction process is used by Supervisors to introduce staff to their new workplace.

Other workers are inducted appropriately.

Records are kept of new starter competencies.

Task specific training is provided for workers by their Supervisor, where required.


In addition to local induction, Supervisors incorporate the guidance in the UWA Induction webpage. 

Records of professional training and newly acquired competencies are maintained and up-to-date.

Management has received training in health and safety management principles and practices appropriate to their role and responsibilities within the organisation and the relevant legislation.

The organisation trains workers to perform their work safely and verifies their understanding of that training.

Training needs are regularly reviewed with a view to ensuring best use of staff in the context of their workplace. 


The organisation has established and implemented procedures for identifying and defining the health and safety training needs (including any prescribed by legislation) for all workers.  A written plan based on the outcomes of the training needs is used to monitor staff competencies.

Refresher training (as required) is provided to all workers to enable them to perform their tasks safely.

Training is managed to ensure coverage of all health and safety related positions is maintained during absences from the workplace.

There is a clear proactive evidence that training is ongoing and under constant review.





HAZARD MANAGEMENT AND ACTIVITY PLANNING
1
BASIC
2
POSITIVE ACTION
3
GOOD PRACTICE
4
BEST PRACTICE

Only workers who have been assessed as competent are permitted to carry out tasks and activities in the workplace, unless under direct supervision.

Induction processes used in the workplace incorporate an understanding of basic hazard management.

Signage, appropriate to the hazards encountered in the workplace, is prominently displayed.



There is evidence that assessment of hazards/risks in the workplace is carried out and documented.

Individuals who undertake safety risk assessment are aware of the UWA Safety and Health Risk Register as a reference source and as an elementary risk assessment of the activities carried out at the University.

Hazardous equipment is risk assessed and Standard Operating Procedures have been prepared as needed.

The workplace determines their health and safety requirements prior to the purchase of goods, and communicates those specifications to the supplier.

Hazard identification, risk assessment and the development of any required control measures are undertaken during the initial planning stage of all tasks and activities.


Workplace hazards are identified through a formal risk assessment process and implemented controls are reviewed through regular inspections.

Risks shall be eliminated, or otherwise controlled in accordance with the hierarchy of controls and with legal requirements.

The workplace uses the prescribed UWA approach published by UWA Safety and Health in ‘Task and Activity Planning in a Safe System of Work’.

Plant and equipment is maintained and records are kept which includes details of inspections, maintenance, repairs or alterations to plant and information which is required by legislation (such as registration or licensing).

The workplace either uses the standardised UWA Health and Safety Manual or an existing manual has been modified to ensure all generic guidance is included in addition to local workplace information.



Workers who undertake task planning are trained in the UWA Job Safety Analysis process.

The organisation determines those areas where access controls are required and ensures effective controls are implemented and maintained.

Contractor health and safety performance is monitored and reviewed to ensure continued adherence to The University health and safety requirements or specifications.

There is a formal process for unsafe plant and equipment to be identified and quarantined or withdrawn from service.



WORKPLACE MONITORING
1
BASIC
2
POSITIVE ACTION
3
GOOD PRACTICE
4
BEST PRACTICE

The workplace has a Safety Officer who assists with implementation and monitoring of health and safety management. 

The Safety Officer organises formal inspections of the workplace and involves Health and Safety Representatives wherever possible.

Outcomes of inspections are reported to up the line management chain.


There are nominated Health and Safety Representatives for the workplace.

Reporting of workplace inspection outcomes are reviewed locally and control measures promptly implemented for identified hazards.




The UWA self-Audit tool is used to monitor overall health and safety performance on a regular basis.

The workplace is found to perform well against the criteria set in AS/NZS 4801 Standard.




DOCUMENT CONTROL
1
BASIC
2
POSITIVE ACTION
3
GOOD PRACTICE
4
BEST PRACTICE

Health and safety policy and procedures are available for use and review by workers.



Written instructions which relate to safe working have a document control panel which includes who authorised the document, the version, issue date and period of validity (5 years maximum).

There is an ongoing program of monitoring and preparation of Standard Operating procedures for hazardous equipment.

There is evidence that documents are regularly reviewed by competent persons to ensure the adequacy and currency of the information.

There is a Health and Safety Manual which incorporates all information which is for mandatory dissemination and which also incorporates instructions relating to local activities.

A register of documents is maintained to highlight those which require review.




INCIDENTS AND INVESTIGATIONS
1
BASIC
2
POSITIVE ACTION
3
GOOD PRACTICE
4
BEST PRACTICE

Incidents involving personal injury are always reported to UWA Safety and Health using the Incident and Injury report forms available from the UWA Safety and Health website.


Safety related incidents and other occurrences where personal injury has not occurred are reported to UWA Safety and Health using the Incident and Injury report forms available from the UWA Safety and Health website.

‘Near misses’ are routinely reported to UWA Safety and Health and thoroughly investigated, actioned and documented.

There is clear evidence that workers are regularly reminded that accidents, incidents, injuries and near- misses are to be reported to assist in maintaining good standards of health and safety in the workplace.





EMERGENCY AND CONTINGENCY PLANNING
1
BASIC
2
POSITIVE ACTION
3
GOOD PRACTICE
4
BEST PRACTICE

Essential posts including Building Warden, Area Wardens and First Aid Officers are established.

Workers can easily identify individuals who have nominated health and safety related roles.

Workers receive training and practice in emergency procedures appropriate to their allocated emergency response responsibilities and the degree of risk.

Emergency and fire protection equipment, exit signs and alarm systems are inspected, tested and maintained at regular intervals.

A dangerous goods and/or hazardous substances manifest or inventory system is in place and in accordance with legal requirements.

The organisation has assessed its first aid requirements, and the first aid system in place is appropriate to the organisational risks.

Individuals have been nominated to ensure that health and safety related equipment such as first aid boxes and inspection tags on fire extinguishers are up-to-date.

The organisation has systems in place to assist employees who are exposed to critical incidents at work.



Emergency response to adverse occurrences in the workplace is regularly reviewed with a view to continual improvement.

Emergency response is an agenda item at regular meetings to discuss health and safety in the workplace.

Emergency response personnel undergo regular retraining to maintain up-to-date knowledge in their nominated responsibilities.

There is clear evidence that the organisation has considered potential emergencies and ensured that adequate planning, preparation, response and recovery processes are in place to minimise the consequences and likelihood of such events.
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UWA Safety Compliance Monitoring
TRAFFIC LIGHT SYSTEM RETURN
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Workplace (Faculty, School, division or centre):

KEY:
0
1
2
3
4

Please complete this response table using the KEY below then submit a scanned copy of this page only to safety@uwa.edu.au.

Alternatively, send by post or fax. http://www.safety.uwa.edu.au/contact
NO RESPONSE /
LESS THAN BASIC
BASIC
POSITIVE ACTION
GOOD PRACTICE
BEST PRACTICE



CATEGORY
SCORE
COMMENT
6.1
LEADERSHIP AND COMMITMENT


6.2
PROVISION OF RESOURCES


6.3
COMMUNICATION AND CONSULTATION


6.4
COMPETENCY


6.5
HAZARD MANAGEMENT AND ACTIVITY PLANNING


6.6
WORKPLACE MONITORING


6.7
DOCUMENT CONTROL


6.8
INCIDENTS AND INVESTIGATIONS


6.9
EMERGENCY AND CONTINGENCY PLANNING



SENIOR MANAGER
Print:
Signature:
Date:

  This document is accepted as the view of the Officer (dean / director) and reflects their perceived current status of health and safety management in the work areas under their control

