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MELBOURKME AUSTRALIA

Health and Safety - HSW Monitoring
and Performance Evaluation Procedure

Section 1 - Summary

(1) This Procedure sets out the requirements for monitoring and evaluating the performance of workplace health and
safety processes, and the health and safety of workers at Victoria University in order to provide oversight of workplace
conditions and identify improvements for the Workplace Health and Safety Management System (WHSMS).

Section 2 - TEQSA/ASQA/ESOS Alignment

(2) HESF: Standard 2.3 Wellbeing and Safety.
(3) Standards for Registered Training Organisations (RTOs) 2015 (Cth): Standard 8.

(4) This Procedure also aligns with ISO 45001:2018 Clause 9.

Section 3 - Scope

(5) This Procedure relates to all activities under the management and control of Victoria University and applies to
affected workers; including staff, students, contractors and visitors.

Section 4 - Definitions

(6) Hazard - Anything that has the potential to cause harm, injury, illness.

(7) Audit - means a systematic, independent and documented process for obtaining audit evidence and evaluating it
objectively to determine the extent to which the audit criteria are fulfilled.

(8) Objectives - Objectives state what is intended to be accomplished.

(9) Organisational Units - This term is used as a collective term for the following: Faculty, Division, School,
Department, Directorate, Centre and Business Units.

(10) Performance indicators - are measures to review whether objectives have been met. They include rates, ratios or
indices which reflect how well the WHS management systems or its elements are operating.

(11) Targets - define a detailed quantified performance requirement that arises from the WHS Objectives that needs to
be met in order to achieve those objectives.

(12) WHS Monitoring - A systematic process of observing how activities are being performed and assessing whether
this is consistent with documented OHS risk management practices, standards and legislative requirements.

(13) WHS Performance - The performance related to the effectiveness of the prevention of injury and ill health to
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workers; including staff, students, contractors and visitors, and the provision of safe and healthy workplaces.

Section 5 - Policy Statement

(14) Health and Safety Policy

Section 6 - Procedures

Part A - Summary of Roles and Responsibilities

Roles Responsibilities

Executives and Leaders Ensure that there are adequate resources for true implementation of the procedure.

Monitor the health and safety of their workers and work areas to ensure that the WHS

requirements laid out in this procedure are implemented.

Responsible for local workplace inspection procedures are available, known and

disseminated to staff to enable compliance and improve safety within their relevant units.
Managers and Supervisors Ensure that assistance, advice and support are provided to any staff member to carry a

workplace inspection.

Participate in workplace inspections as necessary.

Coordinating the timing of workplace inspections to ensure compliance.

Follow up actions required from the inspection.

Undertake regular review of WHS performance indicators and feedback from staff about
WHS Committee Chair health and safety in their unit/s; and
Ensure that WHS actions are closed out in a timely manner.

Health, Safety and Wellbeing Oversee the WHS monitoring and performance processes; and
(HSW) Team Assist with identifying trends in WHS issues and opportunities for improvement.

Part B - Monitoring Workplace Health and Safety

Monitoring the health of workers

(15) The health of workers is actively monitored by Heads of Units, WHS Consultants/Advisors and the Occupational
Health team via hazard and incident reports. These include reports about workplace incidents, exposure to
occupational hazards, and any impacts of non-work-related injuries or ill health. Hazard and incident reporting is
governed by the Health and Safety - OHS Incident Reporting and Investigation Procedure.

(16) WorkCover claims arising from workplace incidents are monitored by the relevant WHS Committee via de-
identified data.

(17) Where hazardous activities are reasonably likely to lead to ill health, the health of workers performing these
activities is proactively monitored through department/school’ health surveillance program and participation is
determined via consultation with the HSW Team.

Monitoring safety in work areas

(18) Workplace health and safety risks are monitored via regular review of the WHS Risk Register, local area risk
registers, and centrally and locally managed risk assessments. These documents detail workplace risks, risk levels and
required risk controls, to enable Heads of Units and Managers/Supervisors to understand and manage WHS risks in the
work areas under their control. These processes are governed by the Risk Management Procedure.
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(19) The provision of emergency management and safety systems is monitored by Operational Planning & Asset
Management.

(20) Monitoring of first aid equipment is outlined in the Health and Safety - Workplace First Aid Procedure.

(21) Workplace conditions are monitored via regular workplace inspections, which provide a visual check that hazards
and risks are being managed appropriately in the workplace, as per business unit local inspection plans. Inspections
should include checks of fire equipment and first aid kits.

(22) For work being undertaken by contractors, a monitoring program is developed by the Contractor Responsible
Person, and is tailored to the type of work being conducted, as outlined in the Health and Safety - Contractor
Management Procedure - General Contractors.

(23) Workplace safety is also monitored via hazard and incident reporting, to understand how workplace conditions
may be impacting on workers, and where workplaces can be improved to eliminate or reduce risks to workers. This is
managed according to the Health and Safety - OHS Incident Reporting and Investigation Procedure.

Monitoring the implementation and effectiveness of WHS risk controls

(24) WHS risk controls are implemented to manage specific workplace health and safety risks. Requirements for WHS
risk controls are documented in the HSW procedures and guidance material, risk registers, risk assessments, local safe
work instructions, and WHS action plans (arising from hazard and incident reports, evacuation reports, workplace
inspection reports, self-assessments, audits and WHS plans).

(25) Where work activities or work areas require specific WHS risk controls, the implementation and effectiveness of
these controls is monitored by Managers/Supervisors and workers. Controls are monitored through consultation with
workers or by direct observation during an inspection or a spot check. These observations, together with any WHS
actions (if required), are recorded in the Workplace Inspection Checklist. Monitoring the effectiveness of WHS risk
controls is overseen by the local WHS committee as part of the local WHS performance reporting.

Monitoring WHS induction, training, competency and worker WHS performance

(26) To ensure workers have sufficient information and training to perform their work safely, Managers/Supervisors
monitor completion of required WHS inductions and training (and refresher training) by workers in their business unit,
including for staff, students, visitors and contractors from other units or organisations. The development and
implementation of local WHS inductions and training, and competency in local procedures, is also monitored.

(27) WHS induction and training records, including local records are checked regularly. Periodic checks of worker
competency and safe work practices can be performed via on-the-job observation, with reference to the local WHS
training procedure and relevant safe work instructions.

(28) Performance of appointed health and safety roles is monitored by Heads of Units, including ensuring that local
WHS committee meetings are held regularly, sufficient numbers of safety and emergency personnel are appointed,
and WHS performance and progress with the WHS plan is monitored. These requirements are outlined in the Health
and Safety - Accountability and Responsibilities Procedure.

Monitoring WHS actions

(29) WHS actions arise when a WHS issue is identified and cannot be resolved immediately. They may arise from WHS
plans, WHS audits, hazard and incident reports, workplace inspections, building evacuations, risk assessments, local
WHS committee meetings, changes to legislation or other external requirements, and feedback during consultation
about workplace changes.
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(30) Unit managers/supervisors assign WHS actions to an individual to be completed by a due date using ELUMINA
QuickSafe. HSW Business Partners monitor the completion of WHS actions via ELUMINA QuickSafe, and report this
information to local WHS committees for review.

(31) See Flowchart: Reporting Hazard related to maintenance/facilities and Health and Safety - Issue Resolution
Procedure.

Monitoring legal and other requirements

(32) Legal and other external requirements are monitored by Victoria University Risk and Compliance team, Legal
Compliance Officers and Health and Safety Leaders for implementation. The Director, Workplace Relations and Safety
determines if any other external requirements should be incorporated into the Workplace Health and Safety
Management System (WHSMS).

(33) WHS Legislation updates are communicated at local WHS Committee Meetings by HSW Advisors/Business
Partners.

Maintaining equipment for safety monitoring and measurement

(34) Equipment used to monitor or measure levels of WHS hazards (e.qg. levels of radiation, gases or noise) must be
calibrated and maintained according to the manufacturer’'s/supplier’s instructions and any applicable legislation, to
accurately monitor workplace safety.

(35) Records of maintenance and calibration are kept locally and reviewed regularly by the Managers/Supervisors
responsible for the area or workers.

Part C - Monitoring of WHS Management System

Auditing the WHSMS

(36) See HSW-1.6-GL-5-1.0 WHSMS Internal Audit Guideline.

(37) See HSW-1.6-GL-6-1.0 WHS Inspections Guideline.

Review of WHS documents

(38) Regular review of WHS plans, WHS risk register, WHS policies, procedures, guidelines and associated tools is
monitored by the Health Safety & Wellbeing (HSW) team.

(39) Local WHS Committees monitor the regular review of risk registers and WHS plans for their unit.

(40) Review of local WHS documents, WHS procedures, local risk assessments, safe work instructions and safety
posters is undertaken by Managers/Supervisors and workers to ensure these documents are kept up to date.

WHS Management System Management Review

(41) Health, Safety and Wellbeing leaders must conduct a periodic management review of the organisation’s
Workplace Health and Safety Management System (WHSMS).

(42) The management review must determine the:

a. Adequacy of resources affecting WHS and wellbeing performance;
b. Trends in risks and opportunities;
¢. Trends in incident investigations, non-conformities, corrective actions and continual improvement;
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d. Extent of meeting the Health and Safety Policy and strategic objectives;

e. Changing circumstances related to WHS including:
i. Legal and other external requirements;
ii. Interested parties;
iii. Risks and opportunities; and,
iv. Recommendations for improvement.

(43) Outputs of the management review, including decisions and actions, are to be implemented to facilitate continual
improvement of WHS performance and inform the strategic direction of the WHSMS.

Performance Evaluation

(44) Indicators of WHS performance are monitored to look for opportunities to continuously improve how WHS is being
managed. A combination of lagging and leading indicators of WHS performance are regularly evaluated by local WHS
Committees. Organisation-wide opportunities for improvement are documented in the WHSMS Management Review
for action.

Performance Indicator Tools Evaluation Action required

What was the cause of recent WHS

HSW Dashboard / Quarterly incidents, and are there any trends?

Lost Time Injuries (LTIs) HSW Committee Reports Are there opportunities to eliminate or Reduce
reduce risk?
Has there been an increase in specific Fix it before
Reported Hazards HSW Dashboard / Quarterly types of hazards? someone gets
P HSW Committee Reports Are there opportunities to eliminate or hurt 9

reduce risk?

Did any reports have action plans
entered more than one week after the
report was submitted?
Are there barriers for Managers/
reporting and reviewing HSW Dashboard / Quarterly Supervisors to respond to hazard and
on Incident Reporting HSW Committee Reports incident reports quickly? For example,
System are reports assigned to the most
appropriate person?
Do Managers/Supervisors understand
what they need to do?

Timely incident/hazard
Respond quickly
and effectively

Do any hazard or incident reports have
overdue action plans?

Should the action plans be extended, and
if so, do Managers/Supervisors know how
to do this?

What are the barriers to completing
action plans on time?

Timely completion of
action plans

HSW Dashboard / Quarterly
HSW Committee Reports

Respond quickly
and effectively

Are risk levels decreasing after hazard
and incident reports are closed?

Are action plans addressing the root
cause of the issue?

Effectiveness of action HSW Dashboard / Quarterly
plans HSW Committee Reports

Respond quickly
and effectively

WHS Inspection plans

Risk registers and risk What opportunities are there in your

Workplace WHS
Inspections

assessments

Workplace inspections &
spot checks

Evacuation drills

Audits

Self-assessments

WHS committee meetings

work area to improve how WHS is
managed?

Are WHS actions implemented in a timely
manner, and are they effective?

Can you share your work area’s best
practice with other areas?

Workplace
Inspections must
be completed
regularly as per
Inspection plans
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Performance Indicator Tools Evaluation Action required

WHS Committee Term Of
Effectiveness of local References, Agendas and
WHS Committees minutes

WHS Committee reports

Are there any ways for the WHS
committee to improve how it oversees Continuous
local WHS management?

Staff WHS Compliance

Trainings
Are staff training requirements?

HSW Awareness VU Develop Report Are Managers/Supgrwsor; and sgfety
& . personnel completing their required

Quarterly HSW Committee - .
Emergency Report training? Continuous
Management P Are there any barriers to inductions and

HSW Dashboard - .
+ training being completed, and any
HSW Accountabilities & opportunities for improvement?
Responsibilities (for
managers)

Section 7 - Supporting Documents and Information

(45) Health and Safety - Accountability and Responsibilities Procedure

(46) Health and Safety - Hazard Management Procedure

(47) Health and Safety - Issue Resolution Procedure

(48) Health and Safety - OHS Consultation and Participation Procedure

(49) Health and Safety - OHS Incident Reporting and Investigation Procedure

(50) Health and Safety - Workplace First Aid Procedure

(51) HSW-1.6-GL-5-1.0 WHSMS Internal Audit Guideline

(52) HSW-1.6-GL-6-1.0 WHS Inspections Guideline
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Status and Details

Status

Effective Date
Review Date
Approval Authority
Approval Date

Expiry Date

Accountable Officer

Responsible Officer

Enquiries Contact

Current

5th July 2024

5th July 2027

Deputy Vice-Chancellor Enterprise and Digital
5th July 2024

Not Applicable

Lisa Line

Deputy Vice-Chancellor Enterprise and Digital
Lisa.Line@vu.edu.au

Simone Wright

Chief Human Resources Officer

9919 5447

Muhammad Nofal

Senior Health and Safety Advisor
9919 5593
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