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Who is responsible for implementing this Policy? 

Director of Childcare 

Document Owner 

Workplace Health and Safety Manager/Risk Officer  

Purpose 

As required under legislation and in line with workplace needs, the Service has a duty to 
ensure the health and safety of children, workers and others. Under this duty the Service will 
establish procedures to eliminate health and safety risks so far as is reasonably practicable. If 
it is not reasonably practicable to eliminate risks, risks will be minimised so far as is 
reasonably practicable.  
 
This procedure is targeted at effectively managing risks associated with the Service’s 
operations. It is based on Safe Work Australia’s Code of Practice “How to Manage Work 
Health and Safety Risks” (The Code).  
 
It applies to all employees, agency and volunteer workers.  

Background 

A safe and healthy Service does not happen by chance. Parties must work together to think 
about what could go wrong and what the consequences could be. Then reasonably practicable 
action must be taken to eliminate or minimise health and safety risks.  
 
This process is known as risk management and involves the following four steps as set out in 
the Code:  

1. Identify hazards – find out what could cause harm  
2.  Assess risks if necessary – understand the nature of the harm that could be 

caused by the hazard, how serious the harm could be and the likelihood of it 
happening  



3. Control risks – implement the most effective control measure that is 
reasonably practicable in the circumstances  

4. Review control measures - to ensure they are working as planned.  

It is very important to apply risk management when designing and planning products, 
processes or places used for work. It is easier and more effective to eliminate hazards before 
they are introduced into a Service. Safety features must be incorporated at the design stage.  

Responsibilities 

Deputy General Manager and Group Manager  

• Understand the hazards and risks associated with the operations of Service  
• Ensure that the Service has and uses appropriate resources and processes to 

eliminate or minimise risks to health and safety.  

Directors 

• Ensure appropriate consultation with employees and others in determining 
this procedure.  

• Ensure risk assessments and safe work procedures are prepared as required 
that include risk control measures.  

• Ensure induction for new employees addresses the requirements of this 
procedure.  

• Make available adequate resources for risk management activities.  
• Encourage employees to report any actual or potential workplace hazard.  
• Ensure employees receive adequate risk management training and 

instruction.  
• Ensure appropriate document control procedures are in place, including the 

use of controlled copies and record security.  

Team Leaders / Managers  

• Inform all workers about this procedure.  
• Encourage all workers to report any actual or potential workplace hazard.  
• Ensure sure that risk assessments are undertaken.  
• Consult with affected workers in the risk assessment process and ensure risk 

control measures are understood and followed  
• Review the outcomes of risk assessments.  
• Respond to workplace incidents and hazard reports.  
• Proactively identify hazards through workplace inspection, observations, 

incident investigation and hazard reports.  
• Provide information to all workers about workplace place hazards, risks and 

control measures in a timely manner.  
• Respond immediately to workplace incidents and hazard reports.  

Educators, Staff, Agency Personnel and Volunteers  

• Report any actual or potential workplace hazards to their supervisor.  
• Report workplace incidents and near misses to their supervisor.  



• Participate in the risk assessment process as required.  
• Cooperate with the Team Leader and/or supervisor with their efforts to 

provide a safe workplace.  
• Participate in ad-hoc and/or scheduled workplace inspections as required.  

 
   

Procedures 

Identify Risks 

Hazards and associated risks may be present in the workplace in many different ways.  
 
In particular reasonable care must be taken to identify hazards arising from but not limited to 
those identified in the following table.   
Hazard Potential Harm 

Biological Micro-organisms can cause hepatitis, legionnaires’ disease, Q fever, 
HIV/AIDS or allergies 

Electricity Potential ignition source. Exposure to live electrical wires can cause 
shock, burns or death from electrocution 

Environment Exposure to noise, heat, cold, airborne contaminants 

Hazardous 
chemicals 

Chemicals (such as acids, hydrocarbons, heavy metals) and dusts (such 
as asbestos and silica) can cause respiratory illnesses, cancers or 
dermatitis 

  

Machinery and 
equipment 

Being hit by moving vehicles, or being caught by moving parts of 
machinery can cause fractures, bruises, lacerations, dislocations, 
permanent injuries or death 

  
Manual tasks Overexertion or repetitive movement can cause muscular strain 

Psychosocial Effects of work-related stress, bullying, violence and work-related 
fatigue 

Work practices Systems and shift working arrangements 
Work premises Lighting, workstation design, trip hazards 

Assess risks 

A risk assessment involves considering what could happen if someone is exposed to a hazard 
and the likelihood of it happening. A risk assessment helps determine:  

• how severe a risk is  
• whether any existing control measures are effective  
• what action should be taken to control the risk  
• how urgently the action needs to be taken. 



 
Risks are assessed in four steps  

1. Work out how hazards may cause harm In most cases, incidents occur as a 
result of a chain of events and a failure of one or more links in that chain. If 
one or more of the events can be stopped or changed, the risk may be 
eliminated or reduced.  

2. Estimate the severity of harm that could result from each hazard  
3. Estimate the likelihood that someone will be harmed  
4. Calculate the risk level using the above information and the risk matrix. 

 
Control Risks 

Risks can be controlled in many ways. Regardless of the control type, the most effective 
control, or combination of control measures, for the situation must be implemented.  

Cost of control measures  

As stated in The Code “all risks can be controlled and it is always possible to do something, 
such as stopping the activity or providing instructions to those exposed to the risk”. “Cost (in 
terms of time and effort as well as money) is just one factor to consider when determining the 
best control option.  
 
The cost of controlling a risk may be taken into account in determining what is reasonably 
practicable, but cannot be used as a reason for doing nothing.  
 
The greater the likelihood of a hazard occurring and/or the greater the harm that would result 
if the hazard or risk did occur, the less weight should be given to the cost of controlling the 
hazard or risk.  
 
Cost cannot be used as a reason for adopting controls that rely exclusively on changing 
people’s behaviour or actions when there are more effective controls available that can 
change the risk through substitution, engineering or isolation” (refer to 3.3.2).  
 
If two control measures provide the same levels of protection and are equally reliable, the 
least expensive option can be adopted.  

Hierarchy of controls 

The ways of controlling risks are ranked from the highest level of protection and reliability. 
This ranking is known as the hierarchy of risk control. The WHS Regulations require this 
hierarchy to be worked through when managing risk.  

 
Important: 

 Level 3 controls - Administrative controls and PPE - should only be used:  



• when there are no other practical control measures available (as a last 
resort)  

• as an interim measure until a more effective way of controlling the risk can 
be used  

• to supplement higher level control measures (as a back-up). 

 

Review Control Measures 

Control measures shall be reviewed regularly to make sure they work as planned. A review 
schedule will be developed according to the level of risk. The purpose of the schedule is to 
establish the effective of the control measures before something goes wrong.  
 
Under the WHS Regulation, a review is required:  

• when the control measure is not effective in controlling the risk  
• before a change at the workplace that is likely to give rise to a new or 

different health and safety risk that the control measure may not effectively 
control  

• if a new hazard or risk is identified  
• if the results of consultation indicate that a review is necessary  
• if a health and safety representative requests a review.  

Procedures for Back Care and Lifting 

To minimise the risk of back injury in children’s services, staff will:  

• Use adult height utilities and equipment, including sinks and change tables  
• Use small chairs with good back support instead of squatting or bending for 

interaction with children.  
• Use an adult feed chair for feeding infants, or sit in a low chair with good 

back support at child level.  
• Use drop sides on cots  
• Use beds that are light weight and stackable with washable mattresses.  
• Have shelving, filing cabinets and storage cupboards at suitable height to 

avoid stretching to reach them.  
• Use child sized ladders for nappy change.  
• Where possible, kneel rather than bend to avoid back problems.  
• Carry children only when necessary, in the correct way – with one arm 

under the child’s buttocks and your other arm supporting the child’s back. At 
the same time, hold the child facing you, as close to your body as possible, 
try to avoid carrying a child on your hip because this will strain your back.  

• When lifting awkward loads, be careful to lift with a balanced and 
comfortable posture.  

• Minimise the need to reach above shoulder level and use a stepladder.  
• Avoid extended reaching forward eg leaning into low equipment boxes, 

share the load if the equipment ids heavy, long or awkward.  
• When sliding, pulling or pushing equipment, ask for help and organise a 

team lift.  



• Use equipment and furniture that can be moved around as safely & easily & 
comfortably as possible.  

• Place lighter items higher on shelves.  
• Lift or move furniture using at least 2 people.  
• Where possible arrange children’s activities / sleep around furniture / 

equipment to minimise manual handling.  
• Minimise lifting of children by having steps / foot stools / ladders in areas 

where lifting of children is likely to be needed, such as nappy change room.  

Evaluation 

The service manages risk with a proactive approach to ensure the safety of children, families 
and staff.  

Legislation and References 

• NSW Work Health and Safety Act 2011  
• NSW Work Health and Safety Regulation 2011  
• Workers Compensation Act 1987 (NSW)  
• www.workcover.nsw.gov.au  
• WHS 610 Personal Protective Equipment  
• Education and Care Services National Law Act 2010  
• Education and Care Services National Regulations 2011: 85, 97, 100, 136, 

168  
• Links to National Quality Standard: 2.3, 3.1, 6.1  

 

http://www.workcover.nsw.gov.au/
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