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Share & Care Community Services Group is committed to providing a safe and positive working environment for its staff acknowledging that staff well-being is a major factor in enabling them to perform their duties to the best of their ability.

Consistent with the requirements of the Occupational Health, Safety and Welfare legislation, Share & Care Community Services Group, as an employer has a general duty of ensuring that employees are not exposed to hazards while they are working. These duties include:

· Provide and maintain workplaces, plant and systems of work that do not expose employees to hazards.

This duty refers to the whole of the working environment, so it covers items like the premises, machinery and methods of work as well as the physical factors (lighting, ventilation, dust, heat, noise, etc) and intellectual factors (stress, fatigue etc).

· Provide information, instruction, training and supervision so that employees are not exposed to hazards while they are working. The employer is only required to provide training that is relevant to the health and safety of employees in that workplace.

· Consult and co-operate with health and safety representatives.

· Provide adequate personal protective clothing and safety equipment whenever hazards cannot be avoided.

· Make arrangements for the safe use, cleaning, maintenance, transportation and disposal of substances and plant used in the workplace.

Duties of employees under the legislation include that they must:

· Take reasonable care to protect their own health and safety and the health and safety of others.

· Co-operate with their employer in ensuring that the workplace is safe and healthy and report to the employer any situation at the workplace that could constitute a hazard.

· Follow the instruction and training provided by their employers, use the personal protective equipment provided and not interfere with anything set up in the interests of health and safety.

The legislation also recognises that employees have certain rights with regard to health and safety in their workplaces. These include the right to:

· Be informed, i.e. to know about potential hazards.

· To participate in the setting up of safe standards in the workplace.

· To be represented on matters relating to Occupational Health and Safety.

· Refuse to work if they have reason to believe that they are or would be, exposed to risk of imminent and serious injury or illness, without losing pay or benefits.

HEALTH AND SAFETY

In accordance with the requirements of the legislation, information and relevant training will be provided to all staff on the causes and prevention of work related illnesses and injuries.

· Furniture and Equipment
Staff will be provided with relevant training prior to the use of any equipment

Share & Care Community Services Group will purchase furniture and equipment which minimises the risk of injury or strain – particularly for staff working on keyboards. It is the responsibility of staff to ensure that they use equipment appropriately and follow the procedures recommended to protect keyboard users from muscle fatigue and repetitive strain injury

Photocopiers will be place in a separate room where possible and / or in a position with good ventilation. Staff should ensure that they protect their eyes form the light emitted by the photocopier, and should take care when filling the machine with toner.

· Lifting and Client Handling Techniques
Training on the proper procedures for lifting and handling bedridden or immobile clients will be provided at staff orientation. Refresher courses will be held at regular intervals. Share & Care Community Services Group undertakes not to place carer staff in a position where they may be required to take risks in lifting or moving clients.

· Visual Display Units and Eye Strain
Staff whose duties require them to use a visual display unit for at least 60% of the time will need to have an eye test (at their own expense) prior to their appointment.

· Stress
The agency recognises that stress is an occupational hazard and aims to minimise stress for staff by:

· Making good staff working conditions a priority.

· Clearly defining job descriptions, responsibilities and accountability structures.

· Establishing support systems for all staff.

· Ensuring work plans and timelines are realistic.

· Abusive Consumer Behaviour
Staff are not expected to put up with abusive or violent behaviour from consumers. If consumers become extremely difficult, they should be referred to a person’s immediate Supervisor / Program Manager / Chief Executive Officer for attention.

· Smoking
Share & Care Community Services Group recognises the dangers of passive smoking and has made the office a smoke free environment. Staff are not permitted to smoke in a consumer’s home.

Consumers are requested to refrain from smoking in their homes while agency staff are present.

· Hazards
Staff will be trained to identify any health or safety hazards in the consumer’s home, and should report, in writing, any hazards to the Program Manager as soon as possible. Please report any ‘near-miss’ accidents as they may identify potential hazards. Home maintenance and gardening staff will receive appropriate training on hazards in the house / garden.

· Accidents
An accident report form should be completed by any staff involved in an accident (however minor) either at work or on the way to or from work and given to the Chief Executive Officer and Program Program Manager.

· Communicable Diseases
Staff should be trained in and observe basic hygiene and infection control measures in their work with consumers in order to avoid communicable diseases.

Staff who suspect that someone in a consumer’s home has a communicable disease should report this immediately to the Program Manager who will advise them of the appropriate action.

HOT / WET WEATHER PROCEDURES

To reduce the effects of heat stress the following procedures should be applied for both staff and clients:-

· Clients / staff should stay indoors as much as possible

· Where possible, ensure activities are conducted in air-conditioned venues

· Clients / staff should travel in an air-conditioned vehicle where possible

· A minimum 15+ sunscreen should be regularly applied all year round

· Clients / staff are to wear a broad brimmed hat and sunglasses when outdoors wherever possible

· Ensure that water is consumed on a regular basis

· Be aware of the client’s limitations.

To reduce the effects of being cold from clothes becoming damp from the wet weather the following procedures should be implemented for both staff and clients:--

· Clients / staff to wear a waterproof jacket

· Clients / staff to wear a waterproof hat or use an umbrella (both is available)

· Activities to be conducted inside, wherever possible.

SMOKING

Adult staff are permitted to smoke in designated areas and away from other staff and clients. No smoking is permitted in the building/s. Staff smoking is not permitted in client’s home or properties.
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