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Workplace Health & Safety Policy   BBP-711 

 

1. PURPOSE 

The purpose of this policy is to outline Glenvale Christian School's governance framework 
for achieving excellence in health and safety and the protection of the environment in 
which it operates. 

2. SCOPE 

Glenvale Christian School is committed to caring for the interests of others, by seeking to 
care for their wellbeing and by doing good to all, especially those within our school 
community. This policy applies to the school Board, all Officers, Workers and Other 
Persons at the school, including students and parents. 

3. DEFINITIONS 

Definitions relevant to this policy include: 

• Person Conducting a Business or Undertaking 

• Officer 

• Dangerous incident 

• Due diligence 

• Reasonably practicable 

• Serious injury or illness 

• Worker: employees, contractors, subcontractors, outworkers, apprentices and 
trainees, work experience students, volunteers and PCBUs who are individuals if 
they perform work for the business. 

• Other Persons: students and parents 

• Psychosocial Hazards: work-related factors that may cause psychological or 
physical harm, including workplace stress, bullying, harassment, violence, and 
excessive workloads 

• Sexual Harassment: unwelcome sexual conduct that a reasonable person would 
anticipate would offend, humiliate or intimidate another person 

• Prevention Plan: a documented plan outlining control measures to eliminate or 
minimise identified risks of sexual harassment and sex or gender-based 
harassment 

4. POLICY STATEMENT 

Glenvale Christian School is committed to providing and maintaining a safe and healthy 
workplace for all workers (including contractors and volunteers) as well as students, 
visitors and members of the public. Hazards and risks to health and safety will be 
eliminated or minimised, as far as is reasonably practicable. 

In line with the Work Health and Safety Act 2011 (Qld) and the Work Health and Safety 
Regulation 2011 (Qld), this means that Glenvale Christian School will ensure, so far as is 
reasonably practicable: 

• that the school complies with all legislation relating to health and safety; 

• to eliminate or minimise all workplace hazards and risks as far as is reasonably 
practicable; 

https://www.worksafe.qld.gov.au/laws-and-compliance/workplace-health-and-safety-laws/definitions
https://www.worksafe.qld.gov.au/laws-and-compliance/workplace-health-and-safety-laws/definitions
https://www.worksafe.qld.gov.au/injury-prevention-safety/injury-prevention-and-safety/what-is-an-incident#dangerous
https://www.worksafe.qld.gov.au/laws-and-compliance/workplace-health-and-safety-laws/due-diligence
https://www.worksafe.qld.gov.au/laws-and-compliance/workplace-health-and-safety-laws/definitions
https://www.worksafe.qld.gov.au/injury-prevention-safety/injury-prevention-and-safety/what-is-an-incident#injury
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• to provide information, instruction and training to enable all workers to work safely; 

• to supervise workers to ensure work activities are performed safely; 

• to consult with and involve workers on matters relating to health, safety and 
wellbeing; 

• to provide appropriate safety equipment and personal protective equipment; 

• to provide a suitable injury management and return to work program; 

• to identify, assess and control psychosocial hazards in the workplace; 

• to prevent sexual harassment and sex or gender-based harassment through 
appropriate identification and control measures. 

This commitment is in line with Glenvale Christian School's responsibility under the 
Education (Accreditation of Non-State Schools) Regulation 2017 to comply with the 
requirements of the Work Health and Safety Act 2011. 

5. RESPONSIBILITIES 

Glenvale Christian School acknowledges that a duty under the Work Health and Safety Act 
2011 and the Work Health and Safety Regulation 2011 cannot be transferred or delegated 
to another person. 

Glenvale Christian School also acknowledges that in accordance with the Work Health and 
Safety Act 2011 and the Work Health and Safety Regulation 2011: 

1. More than one person can concurrently have the same duty 

2. Each duty holder must comply with that duty to the standard required by the 
legislation even if another duty holder has the same duty 

3. If more than one person has a duty for the same matter, each person:  

a. retains responsibility for their duty in relation to the matter; and  

b. must discharge their duty to the extent to which they have the capacity to 
influence and control the matter or would have had that capacity but for an 
agreement or arrangement purporting to limit or remove that capacity; and  

c. must, so far as is reasonably practicable, consult, cooperate and coordinate 
activities with all other persons who have a duty in relation to the same matter 

The specific roles and responsibilities of a Person Conducting a Business or Undertaking, 
Officers, Workers and Other Persons are outlined below. 

Person Conducting a Business or Undertaking 

In its legal role as a Person Conducting a Business or Undertaking, Glenvale Christian 
School must undertake its role and responsibilities under the Work Health and Safety Act 
2011 and the Work Health and Safety Regulation 2011 as follows. 

Glenvale Christian School will ensure, so far as reasonably practical: 

a. the health and safety of:  

i. Workers engaged, or caused to be engaged by the school; and  

ii. Workers whose activities in carrying out work are influenced or directed by the 
school; while they are at work in the school. 

b. that the health and safety of other persons is not put at risk from work carried out as part 
of the conduct of the school. 

c. that:  

i. the provision and maintenance of a work environment without risks to health and 
safety; and  

ii. the provision and maintenance of safe plant and structures; and  

iii. the provision and maintenance of safe systems of work; and  

iv. the safe use, handling and storage of plant, structures and substances; and  
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v. the provision of adequate facilities for the welfare at work of workers in carrying 
out work for the school, including ensuring access to those facilities; and vi. the 
provision of any information, training, instruction or supervision that is necessary to 
protect all persons from risks to their health and safety arising from work carried out 
as part of the conduct of the school; and 

d. that the health of workers and the conditions at the school are monitored for the purpose 
of preventing illness or injury of workers arising from the conduct of the school. 

e. that the school, the means of entering and exiting the school and anything arising from 
the school are without risks to the health and safety of any person. 

f. that the fixtures, fittings and plant have minimal risk (as far as reasonable practicable) to 
the health and safety of any person. 

Glenvale Christian School will ensure the provision of consultation, cooperation and issue 
resolution in relation to work health and safety as required under the relevant provisions of 
the legislation. 

Glenvale Christian School will ensure compliance when reporting notifiable incidents under 
the relevant provisions of the legislation. 

The School Board will also undertake its role and responsibilities under the Education 
(Accreditation of Non-State Schools) Regulation 2017, Work Health and Safety Act 2011 
and the Working with Children (Risk Management and Screening) Act 2000 as follows: 

1. Ensure that staff, students and parents are made aware of the health and safety 
processes 

2. Ensure that staff are trained in implementing the processes 

3. Ensure that the school is implementing the processes through compliance 
monitoring 

4. Ensure that the processes are readily accessible by staff, students and parents 

5. Ensure that the school has a written complaints procedure to address allegations of 
non-compliance with the processes; the complaints procedure may form part of any 
other written procedure of the school for dealing with complaints 

Officers 

In their legal role as Officers, Glenvale Christian School's Board Members, Principal and 
Business Manager must undertake their role and responsibilities under the Work Health 
and Safety Act 2011 and the Work Health and Safety Regulation 2011 as follows: 

1. If Glenvale Christian School has a duty or obligation under the legislation, an Officer 
will exercise due diligence to ensure that the school complies with that duty or 
obligation. 

2. Due diligence includes taking reasonable steps:  

a. to acquire and keep up-to-date knowledge of work health and safety matters; and 
b. to gain an understanding of the nature of the operations of Glenvale Christian 
School and generally of the hazards and risks associated with those operations; 
and  

c. to ensure that Glenvale Christian School has available for use, and uses, 
appropriate resources and processes to eliminate or minimise risks to health and 
safety from work carried out as part of the conduct of the school; and  

d. to ensure that Glenvale Christian School has appropriate processes for receiving 
and considering information regarding incidents, hazards and risks and responding 
in a timely way to that information; and  

e. to ensure that Glenvale Christian School has, and implements, processes for 
complying with any duty or obligation of the school under the legislation; and  

f. to verify the provision and use of the resources and processes mentioned above. 
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Workers 

In their legal role as Workers, employees of Glenvale Christian School, contractors and 
subcontractors and their employees, employees of a labour hire company who has been 
assigned to work in the school, outworkers, apprentices, trainees, students gaining work 
experience and volunteers, must undertake their role and responsibilities under the Work 
Health and Safety Act 2011 and the Work Health and Safety Regulation 2011 as follows: 

1. take reasonable care for his or her own health and safety; and 

2. take reasonable care that his or her acts or omissions do not adversely affect the 
health and safety of others; and 

3. comply, so far as the Worker is reasonably able, with any reasonable instruction 
that is given by Glenvale Christian School to allow compliance with the legislation; 
and 

4. co-operate with any reasonable policy or procedure of Glenvale Christian School 
relating to health or safety at the school, that has been notified to Workers (see 
Appendix 1). 

Responsibilities of Others at the School 

In their legal role as Other Persons at the school, Board Members, students, parents and 
visitors, must undertake their role and responsibilities under the Work Health and Safety 
Act 2011 and the Work Health and Safety Regulation 2011 as follows: 

1. take reasonable care for his or her own health and safety; and 

2. take reasonable care that his or her acts or omissions do not adversely affect the 
health and safety of others; and 

3. comply, so far as the person is reasonably able, with any reasonable instruction that 
is given by Glenvale Christian School. 

6. IMPLEMENTATION 

Implementation under the Work Health and Safety Act 2011 and the Workplace Health and 
Safety Regulation 2011 

In practice, Glenvale Christian School's commitment to protecting Workers and Other 
Persons against harm to their health and safety means that it will implement the following 
measures in line with the Work Health and Safety Act 2011 and the Work Health and 
Safety Regulation 2011: 

• A risk management process 

• Provide information, training, instruction and supervision 

• Provide a process for consultation, cooperation and issue resolution 

• Written evidence of the management and training of risk against harm to health, 
safety and welfare 

• Written evidence of a process to identify, report hazards and risks, implement 
control measures and minimise risk 

• Written evidence that the governing body and school has considered how to 
manage the risks of psychosocial hazards at work 

• Written processes for the identification of the risk of sexual harassment and, if 
control measures are needed to eliminate or minimise the risk, evidence of the 
implementation of a Prevention Plan to manage identified risks to the health and 
safety of students and others from sexual harassment and sex or gender-based 
harassment at work 

Further details of these measures is provided below: 

a. Risk management process 

Glenvale Christian School's Risk Management Policy provides further guidance on the 
process and approach to managing risks at the school. 

Written Evidence of Risk Management and Training: 
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• The school maintains documented risk management procedures that outline the 
systematic approach to identifying, assessing, controlling and monitoring workplace 
hazards and risks 

• All staff receive documented training on risk management processes during 
induction and annually thereafter 

• Training records are maintained demonstrating competency in risk identification and 
control measure implementation 

• Regular risk assessments are documented and reviewed to ensure ongoing 
effectiveness of control measures 

Written Process for Hazard Identification and Risk Reporting: 

• The school maintains a formal documented process for hazard identification that 
includes regular workplace inspections, worker reporting mechanisms, and incident 
analysis 

• A clear reporting structure is established requiring all hazards and risks to be 
reported through designated channels within specified timeframes 

• Control measures are systematically implemented following a hierarchy of controls 
(elimination, substitution, engineering, administrative, PPE) 

• All hazard reports and control measure implementations are documented and 
tracked until resolution 

• Regular monitoring and review processes ensure control measures remain effective 

Psychosocial Hazard Management: 

• The governing body and school leadership have documented their consideration 
and assessment of psychosocial hazards including workplace stress, bullying, 
harassment, violence, fatigue, and workload issues 

• A written psychosocial hazard management plan identifies potential sources of 
psychological harm and outlines specific control measures 

• Regular monitoring processes assess the effectiveness of psychosocial hazard 
controls 

• Training is provided to managers and staff on recognising and managing 
psychosocial hazards 

• Support mechanisms and resources are documented and made available to 
affected workers 

Sexual Harassment Prevention: 

• Written processes are established for identifying risks of sexual harassment and 
sex or gender-based harassment in all school environments 

• Where risks are identified, a Prevention Plan is developed and implemented 
containing specific control measures to eliminate or minimise these risks 

• The Prevention Plan includes training programs, reporting mechanisms, 
investigation procedures, and support services 

• Regular review and monitoring of the Prevention Plan ensures its ongoing 
effectiveness 

• Documentation demonstrates compliance with all legislative requirements regarding 
sexual harassment prevention 

b. Provide information, training, instruction and supervision 

In accordance with the Work Health and Safety Act 2011 and the Work Health and Safety 
Regulation 2011, Glenvale Christian School will ensure that appropriate information, 
training, instruction and supervision is provided to Workers to enable them to perform their 
work without risk to their health or safety, as far as is reasonably practicable. This 
information, training, instruction and supervision will be suitable and adequate, having 
regard to: 
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i. The nature of the work carried out by the Worker; and  

ii. The nature of the risks associated with the work at the time the information, 
training, instruction or supervision is provided; and  

iii. The control measures implemented. 

Glenvale Christian School will ensure, so far as is reasonably practicable, that the 
information, training and instruction is provided in a way that is readily understandable by 
any person to whom it is provided. 

Glenvale Christian School's Risk Management Policy provides further guidance on the 
information, training, instruction and supervision provided to Workers at the school. 

c. Provide for consultation, cooperation and issue resolution 

Glenvale Christian School acknowledges its duty to consult, so far as is reasonably 
practicable, with workers who carry out work for the business or undertaking, who are or 
are likely to be, directly affected by a matter relating to work health or safety. Where more 
than one person has a duty for the same matter, each person, must, so far as is 
reasonably practicable, consult, cooperate and coordinate activities with all other persons 
who have a duty in relation to the same matter. 

Glenvale Christian School will consult with Workers in relation to the following health and 
safety matters in accordance with the Work Health and Safety Act 2011 and the Work 
Health and Safety Regulation 2011: 

i. when identifying hazards and assessing risks to health and safety arising 
from the work carried out or to be carried out by the school;  

ii. when making decisions about ways to eliminate or minimise those risks;  

iii. when making decisions about the adequacy of facilities for the welfare of 
Workers;  

iv.   when proposing changes that may affect the health or safety of 
Workers;  

v. when making decisions about the procedures for: 

• consulting with Workers; or 

• resolving work health or safety issues at the workplace; or 

• monitoring the health of Workers; or 

• monitoring the conditions at any workplace under the management or 
control of Glenvale Christian School; or 

• providing information and training for Workers; or 

• when carrying out any other activity prescribed under the relevant 
legislation. 

vi. When consulting with Workers, Glenvale Christian School will ensure: 

• that relevant information about the matter is shared with Workers; and 

• that Workers be given a reasonable opportunity:  

o to express their views and to raise work health or safety issues 
in relation to the matter; and 

o to contribute to the decision-making process relating to the 
matter; and 

• that the views of Workers are taken into account by Glenvale Christian 
School; 

• that the Workers consulted are advised of the outcome of the 
consultation in a timely way; and 

• that records of the consultation process and outcome are retained 

Glenvale Christian School's Resolution of Issues Policy and Procedures provide further 
guidance on resolving work health and safety issues. 
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Implementation under the Education (Accreditation of Non-State Schools) Regulation 2017 

In accordance with the Education (Accreditation of Non-State Schools) Regulation 2017, 
Glenvale Christian School will ensure that: 

• awareness and accessibility of this Policy is raised through publishing this policy 
and associated processes on the school website and will make it available on 
request from school administration. 

• this Policy is implemented by auditing compliance with this Policy and related 
processes annually. 

• training on this Policy is provided to staff on their induction and will refresh training 
annually (i.e. start of school year). 

• a complaints mechanism is provided through the schools Resolution of Issues 
Policy. 

7. REHABILITATION 

While Glenvale Christian School is committed to providing a safe and healthy work 
environment, but in the event of illness or injury where employment is a significant 
contributing factor, the school recognises the substantial benefits gained from workplace 
rehabilitation. 

Glenvale Christian School is committed to complying with all WorkCover requirements and 
all other legislated obligations in relation to rehabilitation. 

Responsibilities of Workers 

It is the responsibility of anyone injured at work to: 

• apply for worker's compensation within six months of the entitlement; 

• advise their chosen doctor of workplace rehabilitation availability and organise 
completion of the Work Capabilities Checklist; 

• actively participate in workplace rehabilitation, minimising the cost of injury; 

• communicate regularly with the Business Manager regarding compensation issues; 
and 

• be aware of the schools Resolution of Issues Policy. 

8. COMPLIANCE AND MONITORING 

In line with the Work Health and Safety Act 2011 and the Work Health and Safety 
Regulation 2011 and its duties, Glenvale Christian School is committed to monitoring the 
health of workers and the conditions at the school. 

Glenvale Christian School has implemented an Incident Reporting Form which requires 
Workers and Other Persons to report any hazards or incidents resulting in potential or 
actual harm to health and safety. Glenvale Christian School will regularly monitor, collate 
and report on hazards and incidents in accordance with the Work Health and Safety Act 
2011 and the Work Health and Safety Regulation 2011. 

Glenvale Christian School is also committed to reporting notifiable incidents to Workplace 
Health and Safety Queensland in accordance with the Work Health and Safety Act 2011 
and the Work Health and Safety Regulation 2011. Notifiable incidents include the death, 
serious injury or illness of a person or a dangerous incident, arising out of the conduct of 
the school. 

An audit of Work Health and Safety compliance will be undertaken by operational staff on 
an annual basis, with a full report to be provided to the Board once complete. 

9. RELEVANT LEGISLATION 

• Workplace Health and Safety Act 2011 

• Workplace Health and Safety Regulation 2011 

• Education (Accreditation of Non-State Schools) Act 2017 

• Education (Accreditation of Non-State Schools) Regulation 2017 

http://www.deir.qld.gov.au/workplace/contact-us/incidents/index.htm#.U-G24eOSx8E
http://www.deir.qld.gov.au/workplace/contact-us/incidents/index.htm#.U-G24eOSx8E
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10. OTHER RELATED POLICIES 

• BBP- 601 Staff Employment Policy 

• BBP- 604 Staff Code of Conduct 

• BBP- 714 Risk Management Policy 

• SBP-1112 Workplace Health & Safety Guidelines 

• SBP-1004 Sun Protection Policy 

• Form-BBP-701 Accident and Incident Report Form 
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Appendix 1 

 

Accident and incident report form 

Glenvale Christian School 

 

The person must give the notice in the approved form within 24 hours after the person 
becomes aware of the workplace incident happening; 

 

Accident and Incident Register 

Date of entry ____/____/____ 

Name of person injured  

Status (employee, student, contractor, visitor)  

Address  

Date of birth ____/____/____ 

Signature (injured person or person reporting) 

Details of accident or incident 

Date of accident or incident ____/____/____ time am/pm 

Date reported ____/____/____ time am/pm 

Accident / incident reported to  

Accident / incident location  

Activity engaged in at time of accident / incident  

  

Details of the injury 

Part of body affected 
____________________________________________________________________ 

Nature of the accident / incident (abuse, abrasion, laceration..)  

  

Describe how accident / incident occurred 
___________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________  

Name of witness(es)  

  

First aid attendant (if applicable)  

First aid treatment (if applicable)  

  

Name and address of doctor / hospital (if applicable)  

  

Police   □   WorkCover    □        Insurer     □      Ambulance    □ 

Prevention of incident recurrence 

Describe what action in planned or has been taken to prevent a recurrence of the incident, 
based on key contribution factors  

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 
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Name Principal / Supervisor   

 

Signed by Principal / Supervisor  

 

Signed by person involved _____________________________________________ 

 

 

Signed by witness ____________________________________________________ 

 

 

 

 

 

 

 


