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POLICY NO. HR-Pol.15

POLICY TITLE WORK HEALTH & SAFETY POLICY

STATUS Internal

BUSINESS PROGRAM HUMAN RESOURCES

DOCUMENT ID 199059

PURPOSE 

Hunter's Hill Council is committed to the health and safety of all workers. This includes all staff 
employed by Hunter’s Hill Council, contractors, labour hire, agency personnel, volunteers and 
visitors to the workplace.

This will be achieved by management and employees working together, understanding their 
responsibilities under the law, and following appropriate guidelines and procedures as specified
in Hunter's Hill Council’s Work Health and Safety Management System.

APPLICABILITY 

This policy applies to all employees of Council (whether full-time, part-time or casual) and all 
persons performing work at the direction of, or on behalf of Council (for example contractors, 
subcontractors, agents, consultants, volunteers and temporary staff – collectively referred to as 
“workers”),and 

SCOPE

This policy applies to all Council workplaces and other places where workers may be working 
or representing Council, for example, when visiting a customer, client or supplier – collectively 
referred to as “workplace”)

BACKGROUND 

Due to recent changes to legislation, Hunter's Hill Council’s OHS Policy has been updated.  
The Work Health and Safety Policy replaces the OHS Policy and outlines safety measures 
undertaken by Council staff in order to ensure a safe and healthy working environment.  The 
Work Health and Safety Policy is prescribed by regulation.

The Work Health and Safety Policy has been designed to ensure that staff understand their 
responsibilities and ensure compliance with Council’s safety standards and procedures at all 
times.
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DEFINITIONS:

Contractors Those companies or individuals contracted by 
Council to perform certain tasks.

Due Diligence A positive duty on Officers to ensure that the 
business or undertaking complies with the 
relevant duties and obligations under the Work 
Health and Safety Act 2011.

Hazard Identification The process whereby the hazard and risks that 
are associated with the hazard are identified and 
documented.

Health and Safety Representative 
(HSR)

Workers elected by the workgroup to represent 
them on work health and safety matters.

Person Carrying on a Business or 
Undertaking (PSBU)

An individual or organisation that arranges, 
directs, or influences work to be done or 
contributes something towards the work being 
done.  It can include partners in partnerships, 
sole traders, trustees of trusts or committee 
members of unincorporated associations, public 
or private companies and incorporated 
associations.

Officers The General Manager

Personal Protective Equipment (PPE) Any safety clothing or equipment that is designed
to protect against injury/disease or to minimise 
the effects of injury.

Reasonably Practicable Means that everything that was reasonably able 
to be done was done.

Risk Assessment The process of understanding the nature of the 
harm that could be caused by the hazard, how 
serious the harm could be and the likelihood of it 
happening.

Worker Includes employees, apprentices, volunteers, 
work experience students, labour hire 
employees, workers of contractors and sub-
contractors 
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POLICY GUIDELINES 

1. WORK HEALTH AND SAFETY MANAGEMENT SYSTEM

Council’s Work Health and Safety (WHS) Management System relates to all aspects of 
health and safety including, but not limited to, the following:

 WHS Strategy Plan;

 Defined WHS Responsibilities;

 Exercising due diligence;

 Health and safety training and education;

 Adopting a risk management approach to manage health and safety risks;

 Consultation with persons carrying on a business or undertaking and workers on 
matters related to health and safety;

 Emergency procedures and drills;

 Workplace inspections and review;

 Incident/accident reporting and investigation;

 Management of injured employees;

 Continually improve and review safe systems of work; and

 Reporting and evaluating the WHS management system.

2. WORK HEALTH AND SAFETY OBJECTIVES

 To provide a safe and healthy work environment for all our employees, volunteers, 
contractors and others persons;

 To provide programs of health and safety activities and procedures which are 
continually updated and effectively carried out;

 To identify and eliminate or reduce hazards and risks to health and safety;

 To provide safe and healthy methods of work;

 To continually monitor and improve work health and safety; 

 To provide education and training resources;

 To integrate with Council’s Risk Management Framework; and

 To comply with all relevant laws, rules, standards and codes of practice.
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3. RESPONSIBILITY/ACCOUNTABILITY

3.1 Management Responsibilities

All officers, managers, supervisors and team leaders are responsible and 
accountable for the safety of employees/workers, contractors and volunteers under 
their control as far as reasonably practicable.  Managers and supervisors/team 
leaders are responsible for ensuring all policies, procedures, safe work practices 
and safe work procedures are followed at all times. 

3.2 Worker Responsibilities

All employees/workers are required to comply with health and safety legislation and
Council’s policies and procedures by taking reasonable care that their acts or 
omissions do not adversely affect their health or safety and that of other persons.

Employees/workers must report all hazards and incidents to their supervisors as 
soon as practically possible to ensure their own health and safety and the health 
and safety of others in our workplace, including volunteers, contractors and third 
parties.

3.3 Contractors

All contractors engaged to perform work for Council are required to comply with the 
health and safety legislation as amended from time to time, the policy, programs, 
and procedures of Council as they relate to work health and safety and to observe 
all directions on health and safety given by management.  Failure to comply or 
observe a direction will be considered a breach of the contract and sufficient 
grounds for termination of the contract.

4. BREACHES

For employees, failure to comply with this policy may lead to disciplinary action including 
termination.  For contractors and other workers, failure to comply may lead to loss of work
or business with Council, including the possibility of termination of contract.

5. WORK HEALTH AND SAFETY STATEMENT - 

5.1 General Manager - Responsibilities and Accountabilities

The General Manager’s responsibilities include, but are not limited to:

 Ensuring Council complies with its obligations under the Work Health and 
Safety Act 2011;

 Acquiring up to date knowledge of work, health and safety matters;

 Demonstrating and understanding of the nature of Council’s operations;

 Ensuring that financial and human resources and processes are available to 
control the risks;

 Ensuring the policy, plan, and procedures are effectively implemented;
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 Seeking reports on the WHS risks and relevant controls, injuries and illness, 
incidents;

 Verifying the system and use of these resources, processes and controls are 
operational and effective (e.g. internal and external audits);

 Including WHS in corporate and departmental objectives;

 Consulting with workers on WHS matters;

 Ensuring WHS is included in all staff performance contracts;

 Ensuring Council has a robust contractor management system in place that is
constantly under review and that contractors adhere to all WHS requirements 
when engaged in Council business; and

 Supporting and holding Senior Managers accountable for WHS in their 
departments.

5.2 Senior Managers and Managers- Responsibilities and Accountabilities

Senior managers and managers must ensure that the WHS policy, plan and 
procedures are effectively implemented in their areas of control.  They must also 
support other managers and supervisors and hold them accountable for their 
specific responsibilities.

Senior managers’ and managers’ responsibilities include, but are not limited to:

 Acquiring up to date knowledge of work, health and safety matters;

 Liaising and consulting with supervisors, workers, contractors and other 
PCBUs;

 Ensuring WHS risks are identified, assessed and controlled;

 Applying for and allocating funds as required;

 Maintaining and updating policies, procedures and work method statements 
as appropriate;

 Ensuring consultation mechanisms are in place and operational;

 Including WHS as part of workplace induction and ensuring workers hold the 
relevant training and education competencies;

 Undertaking appropriate action for breaches of WHS and Injury Management 
procedure when required;

 Monitoring WHS records;

 Providing the General Manager with information as required (e.g. reports);

 Consulting with the WHS Advisor and Return-to-Work Coordinator, as 
required;

 Assisting in the development of, and support for, return-to-work programs, as 
required;

 Consulting with the Human Resources Manager regarding WHS training 
needs;

 Including WHS activities, results of inspections, incident reports and statistics 
on the agendas of management and staff meetings;
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 Ensuring contractors comply with WHS legislation and other relevant 
legislation and include these requirement in all contractual agreements;

 Liaising and consulting with contractors regarding WHS and monitoring their 
WHS performance as outlined in the contract;

 Ensuring all emergency plans and drills are operational and effective; and

 Developing and implementing WHS department annual objectives as part of 
the Performance Review and Development program (using the Cambron 
system).

5.3 Supervisors- Responsibilities and Accountabilities

Each supervisor (and others who have direct reports) is responsible, and will be 
held accountable, for taking all practical measures to ensure that the workplace is 
safe and without risks to health.

Supervisor’s responsibilities include, but are not limited to:

 Liaising with managers;

 Managing WHS in their area of responsibility on a daily basis;

 Conducting workplace inspections;

 Ensuring WHS policies and procedures are being implemented;

 Ensuring risks are identified, assessed, controlled and reviewed;

 Taking action as appropriate to solve issues;

 Promoting WHS and implementing new programs as required;

 Consulting with other supervisors employees and other workers;

 Making recommendations regarding improvements to the WHS program;

 Providing managers with information and statistics as required;

 Ensuring others and all workers under their supervision are aware of their 
WHS responsibilities;

 Ensuring staff elected as to the WHS committee or as a HSR are released to 
attend meetings;

 Monitoring contractors’ safety performance as delegated by managers;

 Undertaking appropriate action for breaches of WHS and Injury Management 
procedure where required.
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5.4 Workers- Responsibilities and Accountabilities

Workers are required, in accordance with the Work Health and Safety Act 2011, to 
comply with the WHS policy, plan and program to ensure their own health and 
safety and that of others in the workplace.

Workers’ responsibilities include, but are not limited to:

 Taking reasonable care for his or her own health and safety;

 Taking reasonable care that his or her acts or omissions do not adversely 
affect the health and safety of other persons;

 Complying with any reasonable and lawful WHS instruction;

 Complying with any reasonable WHS policy and procedure as amended from 
time to time;

 Reporting hazards and incidents to their supervisor immediately; and

 Cooperating with Council’s Return-to-Work program, where applicable.

5.5 Duties of Other Persons at the Workplace- Responsibilities and 
Accountabilities 

A person at the workplace must:

 Taking reasonable care for his or her own health and safety;

 Taking reasonable care that his or her acts or omissions do not adversely 
affect the health and safety of other persons; and

 Complying with any reasonable and lawful WHS instruction.

5.6 Contractors- Responsibilities and Accountabilities

Contractors’ responsibilities include, but are not limited to:

 Complying with WHS legislation and other relevant legislation to ensure the 
health, safety and welfare of all workers and others at the workplace and the 
public within the terms of the contractual agreement

 Complying with Hunter's Hill Council’s WHS policies, procedures and 
guidelines

5.7 Human Resources- Responsibilities and Accountabilities

Human Resources’ responsibilities include but are not limited to:

 Including WHS in all induction programs;

 Including WHS responsibilities and accountabilities in all position descriptions;

 Encouraging and assisting and incorporating WHS responsibility and 
accountability into Work plans;

 Arranging training programs; and
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 Maintaining appropriate records.

5.8 Purchasing- Responsibilities and Accountabilities

The Purchasing Officer’s responsibilities include but are not limited to:

 Developing and implementing purchasing procedures which ensure WHS is 
accounted for in the selection of all products and/or services

 Liaising and consulting with management on WHS aspects of product 
purchasing

 Maintaining appropriate records

5.9 Health and Safety Committee (HSC) - Responsibilities and Accountabilities

The function of the HSC is to:

 Facilitate cooperation between the PCBU and workers to instigate, develop 
and carry out measures to secure the health and safety of workers;

 Assist in developing health and safety standards, rules and procedures that 
will be followed and complied with at the workplace;

 Participate in other functions as agreed to by the PCBU and members of the 
HSC; and

 Participate in the consultative process for decisions on WHS issues.

5.10 Health and Safety Representatives (HSR) - Responsibilities and 
Accountabilities

The powers and functions of HSR are:

 Represent workers in their work group in relation to work health and safety 
matters;

 Monitor the measures taken by the PCBU to comply with the WHS Act in 
relation to their workgroup members;

 Investigate complaints from work group members about work health and 
safety matters; and

 Inquire into anything that appears to be a risk to the health and safety of work 
group members arising from the conduct of the business or undertaking.

6. RISK MANAGEMENT

The risk management process is a step by step approach to managing risk.  The steps 
are to identify hazards, manage risks if necessary, control risks and review control 
measures.  

Council also has a Strategic Risk Management process to manage corporate risks.
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7. POLICY AND STATEMENT COMMUNICATION/IMPLEMENTATION

 Employees will be advised via email and memo of the WHS policy.

 The Work Health and Safety Policy will be available for viewing on Council’s 
intranet.

 Information on the Work Health and Safety policy will be incorporated into all 
induction programs.

RELATED POLICIES

Work Health and Safety Act 2011
Work Health and Safety Regulation 2011
Hunter’s Hill Council Code of Conduct (CORP.S. Pol-03) 
Hunter’s Hill Council Workplace Bullying and Harassment Policy (H.R. Pol-17)
Hunter’s Hill Council Disciplinary Policy and Procedure (H.R. Pol-22) 

POLICY AUTHORITY 

General Manager

GETTING HELP

For further information on any aspect of this policy please speak with your immediate 
manager/supervisor or contact Human Resources Advisor.

TO BE REVIEWED

The policy is due for review in 2018 or with any change to relevant legislation or Council Policy.
All employees and contractors are required to comply with any such changes to this policy.

ADOPTED BY COUNCIL: 10.02.14

RESOLUTION NO: 16/14

VERSION CONTROL TABLE

Date Version Resolution
No.

Key Changes Author

26.08.2002 1.0 371/2002 Adoption by Council
10.02.2014 1.1 16/14 Updated and Change of Title R. Guerra

31.
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