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OCCUPATIONAL HEALTH AND SAFETY POLICY 

Pro Design Projects P/L are committed to providing a safe and healthy workplace for employees, labour hire staff, contractors, sub contractors, visitors and all other persons whose health or safety could be at risk through our work.  We will do this by ensuring:

· Compliance with relevant legislation, including the OHS Act and supporting regulations.

· The implementation of the Pro Design Projects P/L OHS Management System, and the plans, policies, procedures and programs necessary to support and implement this policy.

As Pro Design Projects P/L accepts responsibility for implementing and maintain this OHS Policy and OHS Management System, it will ensure that:

· We establish measurable safety performance objectives and targets that we review these in order to continuously improve OHS performance.  This shall include regular workplace inspections during projects and the prompt control of identified hazards.

· Employees are trained on all health and safety matters relevant to their work and that contractors are fully aware of the hazards associated with their work, and hazard control measures.
· All managers, supervisors, employees, contractors and other persons are inducted into the requirements of the OHS Management System, and will be held accountable for enacting their roles and responsibilities as defined in the OHS Management System.
· Effective employee/contractor consultation on health and safety matters shall include two way communication of relevant information, toolbox meetings, reporting and feedback mechanisms.

· Adequate resources are provided to enable full implementation of this OHS Policy and OHS Management System. Where Pro Design Projects P/L does not have the necessary in-house knowledge or expertise to enable it to meet its occupational health and safety objectives, Pro Design Projects P/L will ensure that advice and guidance are obtained from competent occupational health and safety professionals.

· This OHS Policy and OHS Management System are reviewed every year to ensure they remain relevant to and appropriate to the organisation.

All company employees and contractors are required to comply with this OHS Policy and the Pro Design Projects P/L OHS Management System at all times.

Senior managers and supervisors are responsible for the implementation and dissemination of all matters dealing with the health and safety of employees and contractors under their control.
Employees must co-operate with the employer with regard to OHS actions taken by the employer to maintain safety. In addition employees shall take reasonable care for their own safety and not adversely affect the safety of others at the workplace.

This OHS Policy shall be posted at all Pro Design Projects P/L sites.

Signed______________________________



Date:__________

Managing Director

Pro Design Projects P/L
CORRECTIVE ACTION FOR NON CONFORMANCE POLICY

All site personnel and subcontractors have a responsibility to report any non-compliance with health and safety requirements they identify.

Where a matter of non-compliance with health and safety is identified, the site safety officer or other management delegated officer shall be notified immediately.  The officer shall investigate the non-compliance and ensure that prompt corrective action is undertaken to eliminate risks and to ensure that the non-complying activity does not recur. 

This may include counselling the worker or sub-contractor, consultation with health and safety representatives and/or the health and safety committee or disciplinary action in accordance with established processes in the EBA and/or human resources manual.

Where disciplinary action is contemplated the health and safety representative for the designated work group shall be consulted prior to any such action being taken.
A copy of this OHS Policy shall be retained at all Pro Design Projects P/L sites.

Signed______________________________



Date:__________

Managing Director

Pro Design Projects P/L
RISK MANAGEMENT PROGRAM

«Company» is committed to providing a safe and healthy workplace for all workers. In the event of a work related injury we will take all necessary steps to ensure the injury does not happen again. Should one of our workers incur a work related injury that means they are unable to continue their normal work we will provide the necessary assistance for them to remain at work, or return to work as soon as it is safely possible. We will do this through risk management and occupational rehabilitation and our commitments are as follows:

The company will:

· Take all practicable steps to identify, assess and control any known or potential risks to workers and visitors.
· Encourage the early reporting of any symptoms of an injury or disease related to the work we undertake.
· Investigate all incidents, accidents, injuries or near misses to identify their cause(s) and prevent them happening again.

· Comply with all our legal obligations, including notification of incidents to WorkSafe Victoria when required.

A copy of this OHS Policy shall be retained at all Pro Design Projects P/L sites.

Signed______________________________



Date:__________

Managing Director

ProDesignProjectsP/L 

UV PROTECTION POLICY

The objective of this policy is to ensure a work environment for «Company» employees that is safe from over-exposure to UV radiation.

The requirements of this policy shall apply to all employees working on «Company» sites, including any subcontractors and their employees.

The site supervisor shall ensure that UV radiation exposure to workers is assessed and minimized by adopting the following safe work procedures and practices as far as reasonably practicable:

· Re-organising the work to avoid the UV peak of the day (11 am – 3 pm during daylight saving times, 10am – 2 pm at other times);

· Providing natural or artificial shade;

· Wearing appropriate protective clothing i.e. long sleeve clothing, hats and sunglasses;

· Applying sunscreen to unprotected skin.

Identify tasks where over-exposure to UV radiation is likely. Where reasonably practicable and where works programming allows, re-organise or re-schedule tasks to minimize the associated risks of UV exposure to workers being outside during the middle of the day for long periods.  For example, see if tasks can be carried out undercover. If tasks cannot be re-organised or re-scheduled try to rotate workers to limit individual UV exposure.

Where reasonably practicable, use natural shade or install temporary shade structures that would provide good protection, such as shade screens or shade cloth.

Clothing suitable to the task shall be worn.  Clothing should be loose fitting long sleeve shirts and trousers that cover as much skin as possible without the risk of heat stress.  Where heat stress is likely, loose fitting elbow length and knee length type clothing may be used. Choose close-weave fabric with UPF 30+ or greater rated.  Hats, hard hat flaps or legionnaire’s caps and sunglasses shall also be worn.  

In conjunction with the above-mentioned control methods, exposed areas of skin shall be protected with SPF 30+ sunscreen and lip balm.  The use of sunscreen shall not be a substitute for wearing appropriate clothing.

Where any doubt exists in regards to this policy, the matter shall be determined by consultation between employer’s representatives and the employee health and safety representatives.

A copy of this OHS Policy shall be retained at all Pro Design Projects P/L sites.

Signed______________________________



Date:__________

Managing Director

Pro Design Projects P/L 

NON-SMOKING POLICY

The objective of this policy is to enable a safe work environment by protecting employees from the effects of environmental tobacco smoke and by eliminating potential sources of ignition of flammable or combustible materials.

It is the policy of Pro Design Projects P/L that all employees, contractors and visitors shall refrain from smoking in work areas, site sheds, offices and company vehicles.

While a total absence from smoking in the workplace is encouraged this non-smoking policy will not be enforced outside buildings in open, well-ventilated areas, unless such areas are signposted with “no-smoking” signs, and provided no flammables or combustible materials are present nearby.

Where any doubt exists in respect of these areas the matter shall be determined by the health and safety committee in consultation with the employee health and safety representatives.

Employees who disregard this advice should be formally cautioned in accordance with the corrective action policy and could face disciplinary action or dismissal.
A copy of this OHS Policy shall be retained at all Pro Design Projects P/L sites.

Signed______________________________



Date:__________

Managing Director

Pro Design Projects P/L 

DRUG AND ALCOHOL POLICY

It is the policy of Pro Design Projects P/L that employees do not consume drugs or alcohol whilst on the premises and before or during work hours where intoxication could affect the safety of work performed.

Employees who disregard this advice could face disciplinary action or dismissal.

In the event of an employee being suspected of being under the influence of alcohol or drugs the Site Manager is to discuss the situation with the worker in the presence of the site safety officer and the relevant HSR (health and safety representative) or union delegate if no HSR exists.

If there is confirmation or strong suspicion of influence of alcohol or drugs, the worker is to be formally cautioned in accordance with the corrective action procedure and sent home by taxi or otherwise driven home.  The matter is to be recorded by the site safety officer and drawn to the attention of the company’s Managing Director.

The following day, before the employee is permitted to commence work, the Project Manager is to meet with the employee involved with the aim of counselling in accordance with the above policy.
A copy of this OHS Policy shall be retained at all Pro Design Projects P/L sites.

Signed______________________________



Date:__________

Managing Director

Pro Design Projects P/L 

SEXUAL HARASSMENT POLICY

In recognising that sexual harassment in the workplace is unlawful Pro Design Projects P/L will strive towards providing a work environment free from sexual harassment and all forms of discrimination.
It is the policy of Pro Design Projects P/L that all employees and subcontractors shall refrain from any unwelcome conduct, language or printed material of a sexual nature.  All sexually explicit material is banned from site sheds, amenities and project offices.

The Managing Director shall nominate a person to be the sexual harassment officer responsible for handling sexual harassment complaints.

The alleged victim of sexual harassment should be informed of his/her rights to take action under the relevant state legislation.  Assistance for such a complaint should be provided by the designated sexual harassment officer.

A copy of this OHS Policy shall be retained at all Pro Design Projects P/L sites.

Signed______________________________



Date:__________

Managing Director

Pro Design Projects P/L 

BULLYING POLICY

Pro Design Projects P/L is committed to providing all employees with a healthy and safe workplace free from bullying, occupational violence, and intimidation.  Bullying and occupational violence are not an acceptable part of our work culture. Bullying and occupational violence can harm a person’s physical and psychological health and well being.

Bullying is repeated and unreasonable behaviour directed towards an employee or group of employees that creates a risk to health and safety.  It can include behaviour such as: deliberately changing work rosters to inconvenience particular employees, verbal abuse, initiation practices, sabotaging someone’s work and ridiculing someone’s opinions.

Occupational violence is defined as any incident where an employee is physically attacked or threatened in the workplace.

Pro Design Projects P/L expects all employees to behave in a professional manner and to treat each other with dignity and respect when they are at work. 

Anyone who experiences or witnesses bullying or occupational violence should report it as soon as possible.  When bullying and occupational violence is reported it shall be investigated quickly and in accordance with our procedures.  Where necessary, a formal investigation will be undertaken and disciplinary action may result. 

Every manager and employee has a responsibility to comply with this policy and to treat everyone who works here with dignity and respect. 
A copy of this OHS Policy shall be retained at all Pro Design Projects P/L sites.

Signed______________________________



Date:__________

Managing Director

«Company»
PERSONAL PROTECTIVE EQUIPMENT POLICY

Pro Design Projects P/L is committed to the health, safety and welfare of its employees.

The company acknowledges its responsibilities to ensure that the Occupational Health and Safety Act 2004 and accompanying Regulations and Compliance Codes are attained to the highest standards and that risks are controlled as far as is reasonably practicable.

In order to meet its responsibilities the company and its subcontractors may at times rely upon the use of Personal Protective Equipment to control risks that are identified in the workplace. 

The company is committed to the use of controls that are placed higher in the hierarchy of controls and accepts that where practicable, personal protective equipment will only be used until such time as more effective controls can be identified and become reasonably available and attainable.

Where Pro Design Projects P/L provides Personal Protective Equipment for its employees to use, employees are expected to use and maintain this equipment in working condition. Employees failing to meet this responsibility can be subjected to disciplinary action, including termination. 
Where it is a requirement of subcontractor’s employees to use Personal Protective Equipment, it is expected that they will use and maintain this equipment in working condition. Subcontractors failing to meet this responsibility can be subjected to disciplinary action, including termination of contract.

A copy of this OHS Policy shall be retained at all Pro Design Projects P/L sites.

Signed______________________________



Date:__________

Managing Director

Pro Design Projects P/L
REHABILITATION POLICY

Pro Design Projects P/L is committed to managing its responsibility to the process of rehabilitation of all its employees who have suffered any injury or illness related to their work.  This may also include assisting employees where practical in cases where the injury or illness is unrelated to their work.

Specifically our RETURN TO WORK POLICY is that:

· In the event of injury or illness the company in accordance with medical advice will ensure that immediate steps are taken to assist an employee to remain at work, or be given alternative duties. 

· Remaining at or early return to work following injury is a normal expectation of this workplace.

· Treatment, return to work activities and any reasonably necessary occupational rehabilitation services will begin as soon as they are necessary.

· Suitable employment, including modified or alternate duties, consistent with medical opinion, will be made available to all injured workers at the earliest opportunity.

· An employee whose injury or illness results in absence from work will be assisted to return to work as soon as possible, provided that it is safe to do so.

· An individual return to work plan will be established with any worker who is unable to work for 20 calendar days or more. This plan will be developed at the earliest opportunity, in consultation with our injured worker and their treating practitioner. Confidentiality of information shall be maintained.

· All employees are expected to fully co-operate with the rehabilitation policy.  

· There will be no prejudice for employee participation in rehabilitation programs.

· All return to work programs shall be reviewed weekly to ensure progress towards a complete recovery.

(Continued)

RETURN TO WORK CO-ORDINATOR:

Our return to work coordinator is: 

________________________________________

Telephone: __________________

Our return to work coordinator will attend the following training:

___________________________________________________________________

Following any workplace injury our return to work coordinator will:

· Contact our injured worker and their treating practitioner to implement the commitments outlined in the risk management program and our return to work policy.

· Determine the need for any occupation rehabilitation assistance in consultation with our injured worker and their treating practitioner, and when appropriate refer to our nominated approved occupational rehabilitation provider.

APPROVED OCCUPATIONAL REHABILITATION PROVIDER

Our nominated approved occupational rehabilitation provider is: ________________

Telephone: __________________
Note: Injured workers can choose an Occupational Rehabilitation Provider from a list of three VWA approved providers, where available. The WorkCover Agent must approve the costs before the services are provided. «Company» preferred Occupational Rehabilitation Provider will be included on the list.

A copy of this OHS Policy shall be retained at all Pro Design Projects P/L sites.

Signed______________________________



Date:__________

Managing Director

Pro Design Projects P/L
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