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CORPORATE SERVICES SUPPORT CONTACT DETAILS

Diocesan Contact Details
Primary Contact for WHS matters in the Anglican Church CQ
Diocese Business Manager
Telephone:

(07) 4927 3188

Mobile:

0409 224 562

Email:

diocese@anglicanchurchcq.org.au

For additional advice contact Anglican Church SQ
People Services Helpdesk
Telephone:

(07) 3838 7645 ask for WHS Team

Email

WHS@anglicanchurchsq.org.au

WHS Manager 0402 184 310
Injury Management
Diocesan Business Manager as above
Risk Compliance and Insurance
Diocesan Business Manager as above
Property
Diocesan Business Manager as above
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1.0

WORK AND HEALTH SAFETY OVERVIEW

The Anglican Church Central Queensland (ACCQ) is committed to creating and maintaining
an environment that ensures the health and safety of its workers and any other persons that
may be affected by its activities, and encourages Parishes in the development of a positive
safety culture. The ACCQ Workplace Health and Safety Policy reflects these responsibilities
and can be downloaded from the ACCQ website. Additional resources, documentation and
training materials are available on the Anglican Church Southern Queensland website
www.anglicanchurchsq.org.au/work-health-safety/
The Parish has a responsibility to take reasonable care to ensure workers and all persons
who could be affected by the activities of the Parish are safe from harm.

Action Required

Download and display the current WHS policy on noticeboards so it is accessible to
all persons in the Parish.
Distribute to relevant Parish workers.

•
•

Training

•

Nil.

Measuring Progress

•

Is there a WHS Policy displayed in areas that are accessible to workers and others?

•

Is the WHS Policy communicated to Parish workers?

State Legislation References

Work Health and Safety Act 2011 (Qld)
Work Health and Safety Regulation 2011 (Qld)
Queensland Codes of Practice [various]
Additional information and overview of current Queensland legislation can be found at
https://www.worksafe.qld.gov.au
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2.0

PLANNING AND IMPLEMENTATION

Planning
Planning is an essential element for managing safety and guides the direction and
improvement of safety management in the Parish.
Planning involves identification of hazards, assessment and control of risks; legal and other
requirements; objectives and targets; and the development of an annual work health and
safety management plan. Integrating WHS into the planning process ensures that there is an
active acknowledgement of WHS hazards and risks that apply to specific planned Parish
activities prior to decisions being made.
Implementation
The effectiveness of the safety management system will depend on the successful
development of strategies and the integration into the daily Parish operations. Allocation of
resources, clearly defined responsibilities and accountabilities supported by training and the
WHS Team, are an important part of achieving a successful safety management process.

2.1

WHS LEGAL REQUIREMENTS

Work Health and Safety Legislation
The Parish is considered to be a workplace under Work Health and Safety Legislation in
Queensland. The Work Health and Safety (WHS) Act 2011 (the Act) and Work Health and
Safety Regulation 2011 (Qld) details the obligations of all persons in a workplace. The Act
and Regulation are the main pieces of legislation setting out obligations to ensure a safe and
healthy work environment.
Action Required

•

Develop an Annual Safety Management Plan and identify any training requirements
listed in the appropriate sections of this manual.

•

Ensure the requirements of the legislation, including any updates, are incorporated
into Parish council meetings for action.

•

Ensure the Annual Safety Management Plan and safety responsibilities for the roles
listed below are communicated and understood.

Training

•

Knowledge of the WHS legislative requirements is mandatory for Parish Leaders.

•

Appropriate training that is role specific is provided to all workers. For information on
this training, refer to Section 2.3 of this manual or the training section of the Safety
Summary.

Measuring Progress

•

Do Parish workers understand their WHS obligations?

•

Is the Annual Safety Management Plan developed and implemented?
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2.1.1

WHS ROLES AND RESPONSIBILITIES
WHS Obligations

Under the WHS Act 2011 the designation of “Employer” has been replaced with the “Person
conducting a business or undertaking (PCBU)”. Each Parish has a duty of care under the
WHS Act 2011, to ensure, so far as is reasonably practicable, the health and safety of workers
and others at the workplace. This is not affected by the way in which the Parish conducts its
business or activities. This includes:

•

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

•

the provision and maintenance of safe plant and structures.

•

the provision and maintenance of safe systems of work.

•

the safe use, handling, storage and transport of plant, structures and substances.

•

the provision of adequate facilities for the welfare at work of workers in carrying out
work for the business or undertaking, including ensuring access to those facilities.

•

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 business or undertaking.

•

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

Clergy and Parish Leaders

As a representative of ACCQ, develop an Annual Safety Management Plan integrated with
the other management functions of the Parish. This will include the communication and
monitoring of the Annual Safety Management Plan.

•

Assist ACCQ to meet its duty of care to all persons in accordance with the WHS Act.
This includes:
(a)

Ensure that any premises controlled by the Parish (and the means of access to
or exit from the premises) are safe and without risk to health.

(b)

Ensure that any equipment or substance provided for use to workers at work is
safe and without risk to health when properly used.
Ensure that systems of work and the working environment are safe and without
risk to health.
Provide information, instruction, training and supervision as necessary to
ensure a person’s health and safety when at work.

(c)
(d)
(e)
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Provide adequate facilities for the welfare of workers in the workplace.

Designated WHS Support Person

•

Promote a positive safety culture in the Parish.

•

Support the Clergy and Parish Leaders in the implementation and ongoing
maintenance of the WHS Management System and annual Safety Management Plan,
and in the carrying out of the various roles and responsibilities for WHS.

•

Encourage compliance with the ACCQ WHS policy, safe work procedures, instructions
and training, and the correct use and maintenance of equipment for Parish activities.

•

Identify unsafe behaviours, unsafe or unhealthy conditions, and report these to the
Priest and Parish Council.

•

Attend WHS education and training opportunities, as provided and apply learnings to
Parish activities.

•

Report or make recommendations to the Parish Leaders to eliminate or minimise
identified safety hazards within the work place, activity or environment.

•

If you require assistance when reporting incidents and hazards, contact the DBM.

•

Once action has been taken to control the hazard, file completed forms in the
designated section of the Safety Manual.

•

Email diocese@anglicanchurchcq.org.au or forward completed hazard and incident
forms to the DBM as soon as possible.

•

Conduct or co-ordinate WHS Checklists at the direction of the Parish Leaders and
review with the Clergy and Parish Council.

Workers, Volunteers and all persons who enter the workplace

Duties are also placed on workers and all other persons who enter the workplace, which
includes volunteers, visitors and contractors.
Duties include:

•

Take reasonable care for their own health and safety.

•

Take reasonable care that their conduct does not adversely affect the health and safety
of others.

•

Comply, so far as they are reasonably able with instructions given by the Parish
Leaders.

•

Cooperate with reasonable health and safety policies or procedures that have been
notified to workers.

•

Report safety hazards and risks.
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Grounds / Maintenance / Cleaning Persons
(Where applicable)

•

Perform duties in a safe and responsible manner.

•

Wear required personal protection equipment. Ask for supply if it is not available.

•

Consult relevant safety data sheets for all substances used, and adhere to safety
direction for use and storage.

•

Seek approval from the Parish Leaders prior to the procurement of substances or
equipment.

•

Do not bring unapproved substances or equipment on site.

•

Co-operate with the WHS Checklist inspections and documentation.

•

Maintain and operate machinery in a safe manner.

•

Report safety hazards and risks.

Contractor
When engaging Contractors they must:
•

Read the Contractor Induction and Site Safety Requirements and sign the Contractor
Attendance Sheet.

•

Sign and date the Letter of Appointment for Contractor Minor Works document which
states the scope of the work to be performed.

•

Ensure the asbestos register is reviewed prior to work commencing.

Notify and liaise with Diocesan Office prior to commencement and during work
period.
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2.2

WHS PLANNING OBJECTIVES AND TARGETS

The Parish will identify realistic WHS objectives and targets that achieve continuous
improvement in safety management.
The Annual Safety Management Plan will include those objectives and targets which the
Parish intends to achieve to improve health and safety performance each year. Refer to the
Annual Safety Management Plan Template to assist in completing this task. While planning
the year’s Parish activities the Parish should decide which areas of safety to address during
the year, when it is expected that they will be addressed and the person or group responsible
for completion.
Priorities should be set based on the potential level of risk i.e. managing hazards, building
fire safety, safe systems of work e.g. preventing falls from a height.
Action Required

• When completing the Annual Safety Management Plan template consider the
suggestions on the Template and the major safety risks or hazards identified over the
past year.
• Identify those work areas, practices or activities at all levels of the Parish where
improved WHS performance can be achieved (Refer to the Templates/Forms section).
• Include the Checklists – Emergency Procedures; Buildings; and Workplace in the
safety planning.
• Choose which of the Specific Checklists reflect the next year’s planned Parish activities
and include these in the plan.
• Agree on what actions will be undertaken for each activity.
• Decide who, or which group, will be responsible for managing the activities.

Training

• Where required the WHS Team will assist the Parish with developing the Annual
Safety Management Plan.

Measuring Progress

•

Is the Annual Safety Management Plan implemented?

•

Is the plan reviewed regularly at Parish Council meetings?

•

Is a nominated person or group monitoring and managing the plan goals?

•

Are adjustments made as necessary?
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2.2.1

PARISH COUNCIL REVIEW

Reviews of the Annual Safety Management Plan will be conducted by the Parish Council at
regular intervals during the year and redeveloped annually. This review will include
discussions around:

•

The success and level of achievement for objectives and targets in the plan

•

Which objectives and targets have been met?

•

WHS planning for the next 12 months based on Checklist findings, planned Parish
activities and events, hazard issues and incident investigation results.

•

The adequacy of resources.

•

The suitability of the plan for Parish needs.
Input from relevant parties should be considered. Observations, conclusions and
recommendations should be documented for necessary action.

Action Required

• Ensure an Annual Safety Management Plan review and forward planning is a standing
item on a Parish Council agenda each year.
• Where required seek input from the WHS Team.
Measuring Progress

•

Has the Annual Safety Management Plan been reviewed regularly by Parish Council?

•

Are necessary actions, based on the outcomes of the review, carried out?

2.3

RESOURCES AND TRAINING

ACCQ and its leaders have a legal obligation to provide workers, volunteers and contractors
with information, instruction, training and supervision needed for them to work safely and
without risk to their health.
Allocating reasonable resources to maintain a safe and healthy work environment is an
important part of the Parish’s commitment to safety. The Parish can seek additional support
through the ACSQ People & Culture Team to assist and guide them with the management of
safety, injuries, people management and recruitment. Supporting training tools are available
on the ACSQ website www.anglicanchurchsq.org.au/work-health-safety relating to WHS;
manual handling; computer workstation; emergency and evacuation. Training methods are
flexible to allow for differing learning styles and to meet individual Parish needs. Training
may consist of a combination of face-to-face presentation, discussion, interactive computer
learning, DVDs, written materials, practical training and testing, or one-on-one (on the job)
training.
Resourcing health and safety
• Ensure WHS priority areas are included in the Parish budget.
• Discuss high risk areas that cannot be appropriately managed in a reasonable time
frame with your Archdeacon or Bishop.
• If you require assistance and guidance contact the Diocesan Office.
• Make WHS issues a standing item on agendas of relevant meetings.
• Provide adequate workers, support and time to implement the program.
• Provide access to training resources. Refer the ACSQ website for links.
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Action Required

• Ensure WHS is a standing item on the agenda for monthly Parish Council meetings.
• Use the Safety Summary to identify training requirements for orientation/induction and
mandatory instruction for all workers in WHS obligations and responsibilities; Sprains
and Strains Prevention; Emergency and Evacuation.
• Instruction in notifying and reporting WHS hazards and risks.
• Instruction in safe work practices (appropriate to the role undertaken e.g. food safety,
cleaning; use of machinery).
• Instruction in specific tasks and operations.
• Annual training and instruction in emergency procedures and responses, including
evacuation methods.
• Documentation of training to be retained in the Safety Folder, including content/topic
of training, the names of trainees, signatures and training facilitator / method of
training, date training took place.
• Regular evaluation of training undertaken to ensure all workers have received training.
Training

•

Training may be provided for the specific tasks of the worker, volunteer or visitor
using approved training packages and/or resources. Where necessary the Parish
might engage qualified or competent persons. e.g. First Aid training

Measuring Progress

•

•
•
•
•

2.4

Are adequate resources provided to support the implementation of the WHS
Management System?
Those in leadership roles are provided with sufficient information to take a leadership
role in Work Health and Safety.
Measure training against the requirements outlined in the Safety Summary
Training and instruction programme is planned and delivered using provided
resources.
Training is on-going to address new issues and requirements for Parish activities.

WHS CONSULTATION AND COMMUNICATION

Consultation with workers, parishioners and visitors regarding safety is critical to raising the
awareness of hazards and safety issues within the Parish. Implementation of an effective
consultation process will assist the Parish to operate more safely.
Consultation and communication can be undertaken through a variety of arrangements such
as nominating a Work Health and Safety Site Safety person, establishing a Parish Work
Health and Safety Committee (if requested by your workers); or adding safety to regular
Parish Workers and Council meetings.
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CONSULTATION MECHANISMS
The formation of a formal WHS Committee or nomination of a WHS Representative is
required if requested by workers in accordance with the WHS Act 2011. In a small work
environment such as the Parish, this may not be practical. Please contact the Diocesan
Office if you are unsure how to proceed with this type of request. Discussing WHS topics as
an agenda item and including them in the meetings of the Parish Council, office/worker
meetings, or other relevant Parish Committees can be a more practical and manageable
approach.
The Parish Leaders must ensure they are informed of any WHS issue identified and may
delegate a person to conduct a risk assessment for high priority safety issues. Appropriate
action will be taken to minimise the risks. In smaller Parishes it may be possible to establish
a common group to work across more than one Parish.
Consultation will include providing WHS information to workers, volunteers and visitors who
work, or assist in the Parish activities. It is important to remember to provide relevant
information to new workers and volunteers. Regular communication (e.g. bulletin board;
meeting minutes; memos; discussions; newsletters) with workers and parishioners is an
effective means of ensuring that all members of the Parish Community are kept informed.
Action Required

•

Consult with the Parish Community, including workers who have identified hazards and
risks.
Establish a preferred safety consultation process. This may be through an existing
Parish structure/meeting.
Parish workers will provide assistance to Parish Leaders to assess identified risk issues
and decide on measures to eliminate or control the risks.
Establish an open and clear process of reporting safety concerns.
Effective communication of WHS information would include:
o Policy and procedure documents, handbooks; training materials.
o Parish bulletin or newsletters; notice boards; posters and pamphlets.
o Standing WHS agenda item at meeting.
o Reference to suitable internet sites and training videos.

•
•
•
•

Training

•
•

Training will be provided to all identified persons within the Parish.
Further or follow-up training and support can be obtained by contacting the
ACSQ WHS Team.
Measuring Progress

•
•
•

Is there effective communication of WHS information?
Are relevant records (e.g. meeting minutes) kept on file?
Is the consultation process effective when reviewed?

Legislation

Under the WHS Act 2011 the PCBU has a duty to consult with workers about matters
that directly affect them. This extends to consultation with contractors and their
workers, workers of labour hire companies as well as the PCBU’s own workers and
volunteer workers. Advice can be found in the Work Health and Safety Consultation,
Co-operation and Co-ordination Code of Practice 2011 (Qld).
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2.5

DOCUMENT AND DATA CONTROL

Parishes must maintain all safety documentation and ensure it is complete, accurate, reliable
and useable, clearly documenting all actions which will support the Parish to meet legal,
evidential and accountability requirements. Adequate records are absolutely essential as part
of evidence in the event of any legal action.
All workers must ensure that:

•

Documentation is accurate and maintained.

•

Records must not be disposed of without authorisation from the WHS Manager.

•

Worker privacy and confidentiality must be maintained.

Documents relating to:

•

WHS records and Workplace Injuries must be retained for 7 years from creation.

•

injuries and incidents involving children under Parish supervision are archived
indefinitely in the ACCQ Archives.

2.5.1WHS DOCUMENTATION
The Parish shall be provided with the Safety Management System Package and dividers to
retain all WHS documentation.
The WHS documentation to be retained in the folder will include:
•

Parish WHS Manual; Parish WHS Manual Summary.

•

WHS Checklists.

•

Annual Safety Management Plan.

•

Incidents, Hazards and Investigation Reports.

•

WHS Training (Training registers, induction packs for new workers and volunteers, etc).

•

Fire Safety (fire equipment maintenance sheets, fire emergency plans, training
registers, etc).

Additional folders are recommended to retain other critical information:
•

Workers Compensation (due to confidentiality keep this information separate from
folders that other workers may have access to).

•

Children and Youth Folder (Blue Card documentation, children-related incident forms,
etc).

•

Building and Maintenance Folder (building repairs or maintenance documents,
equipment maintenance register, etc).

•

Contractor Management.
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Action Required
•

Establish the WHS folder and communicate the system to relevant Parish workers.

•

Ensure the Parish has a copy of the recommended documentation available.

•

Documents relating to WHS need to indicate status, date of issue and intended
distribution.

•

Obsolete or documents no longer required are removed from circulation and archived.

•

Documents required for legal or information purposes are identified and retained for the
appropriate amount of time.

•

Ensure relevant documentation is accessible to workers, volunteers, visitors and contractors as required.

•

Incident and Hazard reports are managed locally in the Parishes and forwarded to the
Diocese Business Manager for input.

Training

No specialised training is necessary. The ACSQ WHS Team is available to assist you if
you require guidance.

Measuring Progress

Does the Parish’s documentation comply with the criteria set out above?

State Legislation References

A variety of legislative requirements apply to this area including the Privacy Act, Workers
Compensation Act and the WHS Act. Parishes are strongly advised to seek expert advice
from within ACSQ (Risk, compliance and Insurance or the Safety and Injury Management
Teams), especially in relation to matters such as the National and State Privacy principles,
Workers Compensation Claims; Commonwealth Privacy Act; Workers Compensation Act;
WHS Act.

2.5.2INCIDENT,

HAZARD AND WHS REPORTING

An important element of safety management is the reporting of workplace incidents, injuries,
near-misses and hazards. This is a requirement under the WHS legislation and is critical to
ensuring a safe workplace for all workers. Reporting also includes information relating to
WHS performance, including the results of WHS Inspections, Checklists and reviews.
Hazard Reporting
Encourage workers, volunteers, parishioners, contractors and visitors to bring hazards to the
attention of Parish Leaders for risk assessment and corrective action. Completion of the
Checklists will assist you in the identification of workplace hazards and risks. Complete a risk
assessment for high risk concerns that are not easily resolved. Take appropriate action to
reduce the safety risk. In some circumstances the above process may be conducted in
consultation with other Parish workers or parishioners to agree a suitable outcome. It may be
necessary to table these reports at your Parish Council or other meetings for further discussion.
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Incident Reporting
An incident is a situation or thing which has the potential or has caused an injury or illness
(for example, a slip or fall, equipment failure, etc).
When an incident occurs, it should be recorded on the Incident Report form. Contact the
WHS Team through People & Culture Helpdesk and they will assist you in completing the
report. It is good practice to conduct an investigation for all incidents to determine the cause,
if any and identify appropriate actions to prevent a recurrence. Additional records relating to
the actions taken should be kept with the incident report form. Contact the WHS Team where
you require assistance or to recommend procedure changes.
Serious Incident Notification
Under the Work Health and Safety Act 2011 certain types of incidents must be notified to the
Regulator. The ACCQ DBM must be immediately contacted should a notifiable incident occur
(refer definitions for more detail). The WHS Manager will report a notifiable incident to the
Regulator on your behalf and assist you to manage these incidents. Failure to notify is an
offence and severe penalties do apply.
The following website has information on these incidents and the appropriate forms.
http://www.deir.qld.gov.au/workplace/contact-us/incidents/index.htm#.U_LJmjZ-9oA

Action Required

When an incident occurs:
1. Complete an Incident Report Form (hard copies are available in the Safety Folder or
electronic forms are available on the ACCQ website.
2. If you require assistance to manage an incident call the DBM.
3. If you require assistance to complete the incident report, contact the DBM.
4. Email or Fax your completed incident form to DBM.
5. The DBM will ensure your incidents are entered into the Incident Reporting system for
reporting purposes.
When a Hazard is identified which cannot be immediately eliminated:
1. Complete the Hazard Report, assessing the risk level.
2. Consult all relevant workers, identify and agree on actions to either eliminate or
minimise the hazard.
3. Agree on who will take responsibility for actions and timeframe.
4. Contact the WHS Team if you have any questions.
5. Email or Fax the completed Hazard Report to the DBM.
Serious Incident Notification

Contact the Diocesan Business Manager as soon as the Parish becomes aware of a
death, serious injury, illness or a dangerous incident, occurring at the workplace or arising
out of work carried out by the Parish. Refer to page 3 for contact details.
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Training

If you require assistance with hazard and incident management contact the WHS Team for
assistance.

Measuring Progress

•
•
•
•

2.6

Are hazards recorded and managed to reduce risk in a timely manner?
Are serious incidents investigated and corrective actions applied?
Are relevant persons notified of changes to the work processes or workplace to prevent
further injury or illness?
Have notifiable incidents been reported to WHS Manager?

MANAGING HAZARDS AND RISK – GENERAL

Hazard and risk management is a critical requirement for the management of safety within
the Parish and ensures that your legal obligations under the WHS Act and Regulations 2011
are met. The hazard and risk management process outlined below is a compulsory
requirement for Parishes and will assist the Parishes to effectively manage and ensure
successful safety management.
Following are the steps for the hazard and risk management process 1. These are:
1. Identify hazards – inspect the workplace or activity to identify things or situations that have the
potential to cause harm.
2. Assess the risk if you cannot eliminate the hazard – use the Hazard Report Form to assess the
likelihood and consequence e.g. the likelihood of it happening and how serious the harm could be,
then choose the risk level.
3. Control the risk Consult with all workers and agree on the most effective control measures (refer to
the Risk Control Levels below) to reduce the level of risk to the lowest level reasonably practicable in
the circumstances. A risk level of high or above must be managed immediately to ensure safety
within the work environment.
4. Review control measures regularly to ensure they are working as planned.

1

Manage Work Health and Safety Risks Code of Practice 2011 Queensland Government.
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Action Required

•

Hazard and Risk Management is an ongoing process. It should be undertaken at various times,
including:

a) When changing work practices, procedures or the work environment including
purchasing new/used equipment; new building projects or using new substances.
b) After a workplace incident (and/or “near miss”).
c) When responding to hazards raised by workers and others at the workplace.
•

The Parish must consult with all workers at each stage of the Hazard and Risk
Management process.

•

Adequate recording of the Hazard and Risk management process will include:
a) How you identified the hazards in the Parish.
b) How you assessed the risks associated with these hazards.
c) What particular actions were taken to eliminate or reduce exposure to the risks?
d) How the effectiveness of the measures were monitored and reviewed.
It is important to note that there are specific record keeping requirements for certain workplace hazards
(fire safety, asbestos, working with Children). If the Parish has identified such hazards at the workplace,
please contact the WHS Team for advice and guidance.
(WHSQ website http://www.deir.qld.gov.au/workplace/index.htm#.U_EtJTZ-9oA)

Training

Please contact the WHS Team for assistance where you require more information to
manage hazards and risks.
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Measuring Progress

•

Are hazards being identified and assessed within the Parish and activities?

•

Are all hazard reports and risk assessments kept in the Safety Folder?

State Legislation References

Refer to WHS Act 2011, WHS Regulation 2011. How to Manage Work Health and
Safety Risks Code of Practice 2011.

2.7

SPECIFIC HAZARD AND RISK MANAGEMENT

Management of specific safety risks in Parishes include:
•

Emergency Procedures and First Aid.

•

Buildings and Environment.

•

Parish Activities.
o

Onsite (Services and Ministry, working bees, fundraisers and other events).

o

Offsite (Retreats, camps and other events).

•

Home Visitations.

•

Kitchens and Food Preparation.

•

Plant and Equipment.

•

Procurement of Goods and Services.

•

Control of Hazardous Substances and Dangerous Goods.

•

Supervision.

•

Contractor Management.

Further detail to assist in the management of these specific hazard and risk areas is provided
in the following sections of this manual.
Follow the process detailed in Section 2.6 Managing Hazards and Risks – General when
addressing hazards and risks in the areas outlined above.
If a hazard or risk can be easily eliminated then a risk assessment is not required.
Action Required

• Identify the specific risk areas from the above list relevant to your Parish and ensure
they are included in your Annual Safety Management Plan.
• Identify hazards within these areas.
• Can the hazards be eliminated? If not, complete a Hazard Report and risk assessment
to minimise the risk.
• Apply the agreed control measures to minimise the risk.
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Training

Please contact the Diocesan Office for assistance where required.

Measuring Progress

• Have specific risks been identified within the Parish?
• Have the hazards and risks been identified and assessed and agreed control
measures implemented?
• Are incidents, hazards, and statutory reports forwarded to the WHS Team for input?
• Are copies of all reports kept in the Parish Safety Management System folder?

2.7.1 EMERGENCY

PROCEDURES AND FIRST AID

Emergency Procedures
Queensland Fire Legislation requires the “Occupier” (the Parish) of a workplace to provide
for emergencies. This requires the Parish to ensure that, in the event of an emergency at the
workplace, arrangements are in place and well communicated to ensure:

• The safe and rapid evacuation of persons from the place of work.
• Immediate notification of the emergency.
• Appropriate medical treatment of injured persons.
These duties also apply if the Parish is not in full control of places where their workers are
working (for example off site Parish activities).
A Parish must take the following into account:

•

The nature of the hazards at the workplace.

•

The size and location of the workplace.

•

The number, mobility and capability of persons at the workplace.

• Isolated work will need to be taken into account when considering location. Isolated
work includes work carried out in an area that is remote from others or isolated from
the assistance of others because of time of day, location or nature of the work (e.g.
visitation activities).
Each Parish will ensure all persons conducting work on site are fully aware of the Emergency
Procedures. In the event of an emergency, Parish workers will undertake their responsibilities
as described in the Parish Emergency Procedure with consideration to delegating assistance
for mobility impaired persons.
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First Aid
In accordance with the WHS Act, the Parish must make provision for first aid treatment.
There must be a well-stocked first aid kit, clearly labelled and easily accessible at each
Parish. Details of the nearest hospital or medical centre to the Parish should also be available
quickly and easily (these details can be written on your Emergency Contact List).
Parish environments, events and services should be assessed to determine the risk to those
involved being injured and how accessible medical help will be. Factors such as remoteness
of the event/location of work, the type of activity or work, (amusement rides, use of dangerous
equipment, high risk physical activity) number of people involved and level of supervision are
to be considered.
Where a high-risk Parish activity is identified, a trained first-aid officer may be needed onsite.
First Aid Officers are not usually required where there is timely medical assistance available
via the ambulance service; local hospital or medical centre. A first-aid officer must have a
current First Aid certificate.

Action Required

• Ensure that all workers and volunteers are taken through the Parish Emergency
Procedure every 12 months and training is recorded and filed in the Safety Folder.
• All new workers and volunteers must complete the Parish Orientation/Induction Pack
which includes the Emergency Procedures within 2 days of commencement.

• Ensure all Parish workers have a clear understanding of the Emergency Procedure in
the event of an emergency and agree a plan for assisting mobility impaired persons.
• Complete the Workplace Checklist annually.
• Establish a Parish emergency plan for off-site activities to ensure adequate access to
medical assistance, a first aid kit and assistance for mobility impaired persons.

• Display the Emergency Response Poster and Emergency Contact List from the Safety
Folder in buildings where Parish activities occur.
• For group activities Parish workers identify specific evacuation needs prior to
commencement of the activity.
• For high risk activities ensure there is first aid assistance available.

• Ensure the Parish first aid kit is monitored and maintained.
Training

•

Contact the Diocesan Office for assistance when required.

Measuring Progress
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•

Training records confirm all staff have been trained in the Emergency Procedures.

•

An Emergency Plan for off-site activities has been established.

2.7.2BUILDINGS

AND ENVIRONMENT

The immediate responsibility of the Clergy and Parish Leaders is to ensure the maintenance
and security of the Parish premises, structures and environment. Failure to maintain building
maintenance and security can present risks to all persons who enter the Parish environment
and workplace.
The Clergy and Parish Leaders will delegate various Parish management roles and functions
to Parish workers to assist them in carrying out their responsibilities and maintaining the
safety of the Parish property and environment.
Action Required

•

Parish Leaders in consultation with workers and appropriate volunteers and
parishioners, should identify, assess and prioritise Parish premises and structure
maintenance and security needs. Use the Building Checklist annually to assist in the
process.

•

The hazards and risks that are identified need to be managed by Parish Leaders to
minimise the risk of injury / illness. Assistance from trades people and professionals
may be necessary. Prioritise actions in accordance with the level of risk assessed for
each hazard identified for the structures and premises that include:
The Church.
The Rectory.
Other Parish-owned property.
Security of the premises, structure and environment..

•

It is also important to consider Parish equipment during this process. Further details
around Parish equipment can be found in section 2.7.6.

•

Add the identified risks and actions to the Annual Safety Management Plan for
monitoring.

Training

•

Contact the Diocesan Office for assistance when required.

Measuring Progress

• Is the Building Checklist completed annually
• Have all actions been added to the Annual Safety Management Plan?
• Is training for emergency response and evacuation documented on the Annual Safety
Management Plan?
• Is the Parish Action Plan used and updated regularly to track completed tasks?
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2.7.3PARISH

ACTIVITIES

Parish activities are central to Parish life and can include a variety of events occurring both
on and off Parish property. Utilise the specific Checklists provided in the Safety Folder to
identify and control hazards and risks associated with the premises, environments,
equipment and activities of people involved.
For large events such as a working bee or fundraiser, completing the relevant Checklist
before the event is recommended to prevent potential injuries or incidents. For regular events
such as church services or bible studies, the relevant Checklist is to be completed every year
to ensure safety hazards and risks are identified and controlled for the optimal safety of the
Parish environment.
Onsite Parish Activities
•
•
•
•
•
•
•
•
•

Worship Services.
Working Bees.
Fundraisers.
Large Social Events.
Children and Youth Ministries.
Hall Hire.
Outreach Programs.
Bible Studies.
Parish Office Work.

Offsite Parish Activities
•
•
•

Outreach Programs.
Camps and retreats.
Church Picnics, Sports Days, Scavenger Hunts, etc.

Children and Youth Ministry
It is important that all Parishes which engage in children and youth ministries are compliant
with Queensland legislation for working with children. All workers involved with children must
hold a current blue card – application forms, processes, resources, limited exemptions
(teachers and police officers) and detailed information can be found at
www.bluecard.qld.gov.au.
ACCQ provides a range of resources around working with children including codes of conduct
(Faithfulness in Service), complaint procedures and more general policies and procedures.
These can be found under Professional Standards resources page on the ACCQ website:
http://www.anglicanchurchcq.org.au/safeministry.html
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Action Required

Complete the relevant Checklist prior to specific Parish activity categories (Workplace,
Church Services, Events & Activities and Working Bees) to ensure consideration is given
to the environment and tasks undertaken for that activity or event.
Potential safety hazards and risks associated with core Parish activities could arise from
(but are not limited to) the following:
•

Locations, environments and settings.

•

Accoutrements, vestments and clothing used.

•

Time and duration of celebrations and events.

•

Climate.

•

Equipment and Vehicles.

•

Electricity.

•

Activities of others participating in the activity.

•

Safe (or unsafe) work/activity systems and procedure.

•

Qualifications, experience and competencies of persons.

•

Child protection - Ensure all persons working with children have current Blue
Cards.

Training

•

All Parish workers and volunteers are required to complete the Parish Safety Induction
Pack on the first day of work or prior to a specific activity.

•

Where necessary contact the Diocesan Office for assistance.

Measuring Progress

•

Are Checklists for specific Parish activities used to identify hazards and risks prior to
the activity?

•

Are all workers, parishioners and volunteers consulted in the identification and
assessment of potential hazards prior to and following large events?

•

Are Blue Card details recorded, current and regularly monitored for expiry?

State Legislation References

Working with Children (Risk Management and Screening) Act 2000 (Qld)
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2.7.4HOME

VISITATIONS

Background
As part of the broad range of voluntary Parish activities undertaken by parishioners, home
visitation is an important and traditional contribution to the spiritual life of parishioners who
are not able to attend church services and/or are in need of contact with and spiritual support
from the Parish.
On occasions, the safety of Parish volunteers may be potentially at risk from a range of
hazards.
•

Traveling to and from home visits, either driving or using public transport.

•

The physical condition of homes – slips, trips and falls and/or communicable health
risks.

•

The health issues of the person being visited.

•

Domestic animals.

•

Aggressive or unpredictable behaviour of those being visited.

•

Vulnerability of persons being visited.

•

Weather conditions; time of the day – night visits.

•

The local environment and location.

It is important that each Parish establishes a check-in system for all workers in the Parish
who may make home visits, including the clergy. This could be as simple as telling another
person in the office or at home if the call is after hours, and ensuring the person checks out
upon finishing the visit to confirm their safety. This may also include situations where the
person visiting feels unsafe. Establish an agreed process for check-in and out, and either call
or text to confirm safety.
Action Required

The Clergy in consultation with workers (who might have knowledge and awareness of
issues), relevant volunteers and appropriate others, must identify and assess potential
hazards and health and safety risks to those who undertake home visitation.
•

Providing instruction and training to volunteers to enable and encourage them to
identify potential hazards and risks during visitations and to make a confident decision
to withdraw if appropriate. Refer to the Safety Induction Pack for further information
on this topic.

•

Providing a hazard and risk reporting/notification process that is sensitive and
confidential. Complete the incident form with the person involved.

•

Respond immediately to concerns and notifications.

•

Debrief and assist volunteers who have been exposed to potential risks or harm.

•

Establish a contact process for potentially risky home visitations.

Training

•

Coordinators and supervisors of home visitation volunteers must have knowledge of
the WHS hazards and risks.

Measuring Progress

•
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A process has been agreed for home visitations.

2.7.5KITCHENS

AND CATERING

Background
Another key part of Parish activities is the use of available kitchens. Parishes provide a broad
range of catering activities from providing refreshments after services on Sunday, to running
a small café or providing meals to the homeless. While each Parish will use their kitchens for
different purposes, it is very important that Parishes are aware of the Food Safety Standards
that are required to be met and whether food licenses need to be held.
The following chart 2 provides a guide to the legal obligations for food safety. The
requirements change depending on the scale of catering and local council requirements. The
majority of Parishes will fall under the first and second situations (suppers provided around
services, refreshments will fall under the category 1) and will only need to adhere to Food
Safety Standards. Parishes should complete the Kitchen Checklist; and display the Kitchen
Posters – Cleaning and Sanitising; Hand washing; Safe Food Temperatures; Kitchen
Checks. Ensure that kitchens are maintained in a clean and hygienic condition to ensure
these standards are met.

1

Food is handled in a private
home and intended to be given
to a non-profit organisation

2

The food is:
• unpackaged
• a pre-prepared meal
• a low risk food
• part of a training activity
• partly prepared by the consumer
• a sit down meal conducted less
than 12 times/year

3

4

The food is a sit down meal
conducted at least 12
times/year
The food is a sit down
meal conducted at least
12 times/year and the
organisation conducts
catering

Exempt from the Food
Act 2006

Awareness of the Food
Safety Standards is
recommended

Non-profit organisation
does not require a license

Must comply with the
Food Safety Standards

Non-profit organisation require a
license and a food safety
supervisor. May be waived by
Local Council.
Non-profit organisation
requires a licence, food
safety supervisor and food
safety program

Comply with the Food Act 2006.
Obtain a license from the Local
Government. Have a food

safety supervisor.
Comply with the Food Act 2006.
Obtain a license from the Local
Government. Have a food Safety
Supervisor and develop and
comply with a food safety
program

If you have assessed your Parish food activities and find that you fall under category 3 or 4,
the next step is to contact your local council. Local councils are responsible for overseeing
food safety and are in charge of issuing food licences.
Many councils will waive requirements for a food safety supervisor and licensing for not-forprofit organisations, especially in category 3. Talk to your local council as to whether your
activities will require you to have a food supervisor and/or plan. They have the discretion to
provide guidance in this area and advise you on your requirements to ensure you are meeting
food safety laws.
2

Queensland Government. 2006. “Food Safety in Non-profit Organisations” page 6.
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Action Required

•

Assess Parish activities which provide food including larger events, and understand
the legal requirements listed in the above chart.

•

Contact the local council to discuss your requirements for food safety.

•

Display the Kitchen Safety Posters in each Parish kitchen. (Cleaning and Sanitising;
Daily Kitchen Checks; Food Temperature; Hand washing).

•

Ensure that the Kitchen Checklist is completed annually.

Training

•
•

Training of safe food handling for relevant workers (if required).
Contact the Diocesan Office for assistance when required.

Measuring Progress

•

Is the Kitchen Checklist being completed every year?

•

Are the Kitchen Safety Posters displayed on the walls of the kitchen to guide food
handling?

•

Are Food Licenses maintained where required?

State Legislation References

The current Queensland legislation that manages the areas of Food Safety is the Food
Act 2006 (Qld) and Food Regulation 2006 (Qld) which can be found at
https://www.legislation.qld.gov.au/LEGISLTN/CURRENT/F/FoodA06.pdf. The
Queensland government also provides a broad range of comprehensive information and
fact sheets around Food Safety which can be located at
http://www.health.qld.gov.au/foodsafety.

2.7.6PLANT

AND EQUIPMENT

Plant includes all machinery and equipment, tools and implements both stationary and mobile
used in or by members of the Parish. Safety hazards occur from lack of maintenance or
experience and common examples of these hazards and risks are using a letter board (winch
operated outdoor sign with changeable letters), gas cylinders, ladders, mowers, trimmers,
brush cutters, chippers, shredders, chain saws, tractors, playground equipment, electrical
equipment, heaters / air conditioners, urns, and fixed hot water dispensers.
Potential injuries from unsafe plant and equipment or unsafe use, range from minor cuts and
burns to traumatic injuries, such as amputation and broken bones, and possibly even death.
Injuries and illness can also occur from hazards associated with the use of plant and
machinery e.g. cars and people sharing a traffic area, noise, vibration, extremes in
temperature, electrical and hazard substance exposures, and sprain or strain from prolonged
awkward posture or exertion of force.
The types of equipment requiring registration under the WHS Act 2011 are not usually found
in Parishes. However, if boilers, pressure vessels, amusement devices or lifts are located in
the Parish, these items must be registered, and Parishes should contact the Diocesan Office
for advice to ensure they comply with the law.
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Action Required

Existing Plant and Equipment

•

List all the high risk plant and equipment you have in your Parish that require
maintenance e.g. powered tools and gardening equipment.

•

Identify if the plant has the potential to cause injury to people.

•

Ensure plant and equipment is regularly inspected and maintained to prevent injury.
Utilise the Annual Safety Management Plan to track inspections/services of equipment
over the year.

•

Document training in safe use of high risk machinery for specific workers who use the
machinery e.g. chainsaws, power tool.

•

Determine if any of this plant or equipment require registration/certification or licensing
of operators by government health and safety authorities. Most Parishes will not have
this type of plant.

•

Utilise the Buildings Checklist for guidance in equipment hazard and risk identification.

New Plant and Equipment

•

Avoid potential risks by considering safe design of plant, processes, equipment and
products when acquiring new equipment.

•

Ensure operating manuals are obtained with new plant and confirm compliance with
Australian Standards.

•

Ensure the proper installation of plant by engaging appropriately qualified
tradespersons.

General Precautions

•

Where required, ensure all machinery has been appropriately guarded.

•

All maintenance work and cleaning should be undertaken with the machine isolated or
unplugged to prevent accidental start-up.

•

Ensure that safe operating procedures are clearly displayed in the area of use.

•

Ensure the training and competency of machine operators is monitored.

Playground Equipment

In Parishes, where playground equipment forms part of the Parish site, it is important that
regular inspections are conducted and the equipment properly maintained. This obligation
arises from the legislation. Reference should be made to the guidelines and resources
available at http://education.qld.gov.au/health/safety/hazards/playgrounds.html on the
Queensland Government Department of Education website.
A check of playground equipment should include:
Supporting linkages (shackles, bolts, chains, metal cables, etc) should be inspected at
regular intervals to:
•

Detect any undue wear.

•

Timber rot, splinters, rust, sharp edges, etc.

•

The surrounding environment is free of sharps.

Training

•

Contact the WHS Team for assistance if required.
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Measuring Progress

•

Has the Buildings Checklist - Equipment section been completed?

•

Have risks associated with Parish plant and equipment been addressed?

•

Is there a maintenance program for plant and equipment?

•

Are maintenance records filed and maintained?

•

Are suitable controls used to protect workers and others when equipment is cleaned,
serviced, repaired or altered?

•

Is unsafe plant and equipment withdrawn from service until repaired or disposed of?

•

Have these maintenance items been added to the Annual Safety Management Plan
for monitoring?

State Legislation References

See Managing Risks of Plant in the Workplace Code of Practice 2013
http://www.deir.qld.gov.au/workplace/resources/pdfs/managing-risks-plant-cop-2013.pdf

2.7.7PROCUREMENT

OF GOODS AND SERVICES

Parishes will often need to purchase goods and services. It is important to consider the
potential hazards that new products may present and the risks they will impose on the Parish
before the item is purchased. Trialling equipment before purchase or researching equipment
reviews can avert potential hazards and provide for appropriate consultation with the workers
affected by the purchase.
Action Required
Factors that should be taken into account when considering the purchase of goods or a service are:
•

What hazards are associated with the product?

•

What risks will the product introduce?

•

What actions need to be implemented to control the risks? (e.g. training, protection equipment, etc)

•

Does it do the job well?

•

How reliable is the product?

•

How dependable is supply and after sales service?

Training
•

Ensure operating manuals are obtained and available to those using new equipment.

Measuring Progress
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•

Do procurement processes consider the above factors prior to purchase?

•

Is the required protective equipment and training for the equipment provided to Parish workers?

•

Are operating manuals kept with the relevant equipment for easy access?

2.7.8 CONTROL

OF HAZARDOUS SUBSTANCES

There are a number of substances used in Parish work, particularly for cleaning, laundry and
gardening tasks. Some of these may be hazardous. The effects from exposure to hazardous
substances can range from minor skin irritation and eczema to chronic diseases such as
occupational asthma and various forms of cancer. Exposure to disinfectants and cleaning
solutions is a common cause of skin irritations, eczema and respiratory illness. For example
bleach (sodium hypochlorite) is an irritant and, in high concentrations, may cause burns to
the skin, mucous membranes and eyes.
All hazardous substances used in the workplace should:
•

Be appropriately labelled.

•

Be stored only in their original container eg do not ever put hazardous substances
into softdrink bottles or the like

•

Stored only in domestic quantities.

•

Used with appropriate personal protective equipment recommended for the
particular substance (e.g. safety glasses, masks, gloves). Safety information on
usage is stated on the label and in the Safety Data Sheet (SDS) for the product. The
protective equipment should be available at the point on use.

Hazardous Substances Register
Parishes are required under the WHS Legislation to have a hazardous substances register
with supporting SDS. Most commonly used substances are on the ACSQ website under the
‘Resources’ button. This register must include a listing of the product name of the substance
currently used/stored in the Parish. A blank register is provided in the Parish Safety
Management System Folder for use.
Any new substances should be added to the register prior to use. When choosing substances
for use within the work environment, check whether a non-hazardous and non-toxic
comparable product if available.
Safety Data Sheets (SDS)
Each hazardous substance must have an accompanying SDS which can be obtained from
the supplier and includes information on:
•

Precautions for use and safe handling including protective equipment such as gloves
and masks.

•

Health hazards and first aid information.

•

Chemical and physical properties of the substance.

It is important to remember that the supplier is only obliged by law to supply the SDS on the
first occasion that the substance is purchased, and, on request by the Parish. So it is best
practice to keep all sheets provided upon the first delivery of a new product. Please note that
all SDS must be updated every 5 years.
Risk Assessment
It is important to conduct a risk assessment of all hazardous substances used in the Parish.
Decide what control measures can be taken and ensure those using the substances are
aware of any potential hazards associated with use.
Where possible, replace hazardous substances with natural or non-toxic products.
Completed risk assessments for existing hazardous substances is provided on the ACSQ
website
http://www.anglicanchurchsq.org.au/resources/people-and-culture/chemicalproduct-list.

29

Parish Safety Management System

Parish WHS Manual

Labelling Containers
Suppliers of hazardous substances are required to ensure a label is fixed to the container
setting out the product name, manufacturer’s name, and the substance’s risk and safety
phrases. These labels are essential to ensure a user of the substance is aware of the
precautions that should be taken during use.
Placing substances into other containers (decanting) should be avoided. If decanting cannot
be avoided and the contents of the container are not immediately used, a label must be
affixed to reflect the same information as the original container.
Storage of Hazardous Substances
The site for the storage of all substances should:
•

Be lockable.

•

Be well ventilated.

•

Possess sufficient and suitable shelving.

•

Possess sufficient floor space so that movement is not likely to cause additional
hazards.

•

Corrosive substances to be stored separately.

Action Required

•

Refer to the Parish Hazardous Substances List on the ACSQ website and document
new substances on the blank register provided.

•

Obtain Safety Data Sheets for new products not listed on the ACSQ website and
ensure they are available, accessible and understood by all relevant people.

•

Ensure substances are correctly labelled including decanted substances.

•

Conduct a Risk Assessment on each substance that is not listed on the ACSQ
website.

•

Provide appropriate personal protective equipment for workers (masks, gloves, safety
glasses) at the point of use.

Training

•

All workers must be made aware of the Parish Hazardous Substances Register, the
availability and location of SDS, and personal protective equipment requirements. If
you require further assistance contact the Diocesan Office.

Measuring Progress
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•

Does the Parish have a Parish Hazardous Substances Register for items not
covered by the hazardous substances list on the ACSQ website resources link?

•

Are workers aware of these documents and their locations?

•

Has training been provided where applicable?

•

Has a risk assessment for substances been conducted or sourced from ACSQ
website?

Legislation References

Refer to Occupational Health and Safety Legislation in particular the
WHS Act 2011:
https://www.legislation.qld.gov.au/LEGISLTN/CURRENT/W/WorkHSA11.pdf
WHS Regulation 2011:
https://www.legislation.qld.gov.au/LEGISLTN/CURRENT/W/WorkHSR11.pdf
Labelling of Workplace Hazardous Chemical Code of Practice 2011:
http://www.deir.qld.gov.au/workplace/resources/pdfs/labelling-workplace-hazardouschemicals-cop-2011.pdf;
Managing Risks of Hazardous Chemicals in the Workplace Code of Practice 2013:

2.7.9

SUPERVISION

Background
The Parish has an obligation and duty under the WHS legislation to provide supervision to
workers and volunteers who are carrying out work in the workplace.
Supervision includes the provision of instruction, training, support and guidance while skills,
competencies and experience are being acquired.
All workers, volunteers, parishioners, school students, teachers, visitors and others including
the Priest and assistants, are at risk if appropriate and adequate supervision of people,
programs and activities is not provided.

Action Required

During the planning of all Parish activities, the Clergy in consultation with Parish Leaders,
workers and appropriate volunteers and others, should identify how, when and of whom
supervision is to be provided. The following are just a few examples where there is a need
for planning appropriate supervision. This is not an exhaustive list:
•

New workers.

•

New volunteers.

•

Changed venues.

•

Parish picnics, camps and other social occasions.

•

Working Bees.

Training

•

The role, scope, skill and authority of those who have supervision responsibilities
should be clear.

Measuring Progress

•

Is there a method of addressing conflict among workers and volunteers?

•

Is there good communication?

•

Is there overall increased supervision for safety at Parish events and activities?
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2.7.10

PARISH C ONTRACT OR MANAGEMENT

Outsourcing work to contractors does not remove the Parish from its work, health and safety
obligations. Under the WHS Legislation the Parish has the same duty of care to contractors
as to their workers to ensure the activities of the Parish do not affect their health and safety.
As such, both major and minor contract works must be managed appropriately to ensure
safety obligations are met and personal liability protected. Parish Contractors must also be
made aware of the asbestos register at the beginning of any works to be conducted on Parish
property.

•
•
•
•
•
•
•

•
•
•
•

Action Required

Ensure the asbestos register is available for contractors to view.
Appoint a Parish Representative to liaise with potential contractors and monitor contract works.
Ensure the Letter of Appointment for Contracted Minor Works is completed (including the
brief of the work to be performed) by the Parish Leader and the contractor.
On first visit to site Parish Contractor Safety Induction Checklist must be completed.
Each time the Parish Contractor attends the site request the contractor to read the Parish
Contractor Site Safety Requirements and sign the Parish Contractor Site Attendance
sheet.
Consult with staff and/or Parish community regarding any health and safety
issues/concerns caused by the work.
Distinguish between major and minor contracts using the following criteria:
o level of risk.
o likely duration.
o complexity.
o value .
Contact the ACCQ DBM for clarification of minor and major works.
Develop a preferred supplier list of local contractors.
Request Safe Work Method Statements for all high risk works e.g. electrical work, confined
spaces, work at height.
Ensure monitoring of the work undertaken on site to prevent any impact on the safety of
others e.g. keeping fire exits and equipment clear of clutter.
Measuring Progress

•
•

The Parish Contractor Site Safety Requirements and Parish Contractor Induction
Checklist is kept with the designated Parish Contractor Attendance Sheet.
Contractors have signed Letter of Appointment for Contracted Minor Works prior to
commencing work.

Legislation References

2.8

Refer to Occupational Health and Safety Legislation in particular the WHS Act 2011 (Qld)
https://www.legislation.qld.gov.au/LEGISLTN/CURRENT/W/WorkHSA11.pdf
WHS Regulation 2011 (Qld)
https://www.legislation.qld.gov.au/LEGISLTN/CURRENT/W/WorkHSR11.pdf
WORKERS COMPENSATION AND INJURY MANAGEMENT

Workers Compensation
Clergy and Parish workers who sustain a workplace injury/illness are eligible for workers
compensation in Queensland. The Diocesan Business Manager will assist the Parishes to
manage WorkCover claims.
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The legislation has a "no-fault" scheme for compensating workers for injuries arising out of,
or in the course of, their employment, where employment is a contributing factor.
Workplace injuries may include an injury or illness caused by conducting work in the
workplace; an injury while travelling, as part of work; an injury travelling to or from work (where
there is no significant deviation); or an injury in a scheduled meal break while at work.
Compensation can be claimed by the worker if the injury or illness results in:
•
Time off work.
•
Expenses for medical, hospital and rehabilitation services.
The rights given to workers by this legislation cannot be limited, excluded or "contracted out
of". All Parishes have Workers Compensation policies in place and must ensure these remain
current.
Workers Compensation Legislation also requires the Parish to maintain records relating to
the employment of workers, such as wage records (where the Parish does not use ACCQ
CPS); and all incidents, injuries and near misses must be reported via the incident reporting
process.
Action Required

•

Appoint a designated Parish worker to act as the primary contact for injury management activities.

•

Inform the Injury Management Advisors on becoming aware of either:

•

▪

An injury or illness related to work; or

▪

An injury, illness or condition that may impact on the ability of the individual to perform safely
in their role.

Claim process for a work injury/illness (WorkCover)
a)

A Workers Compensation Medical Certificate from a medical practitioner is required to lodge an
application with WorkCover Queensland.

b)

The designated Parish worker should ensure the worker has the relevant documentation. An Injury
Management Pack consisting of Fact Sheets and associated claims documents is available on the
ACSQ website under the ‘Resources’ button.

c)

All documents relating to the claim (initial and ongoing) should be faxed or scanned and emailed to
the Injury Management Advisors who will then contact WorkCover Qld and liaise with all parties.

•

An incident report must be completed, and the incident should be investigated and the hazard controlled
to prevent recurrence of injury where relevant.

•

Wages declarations must be submitted to WorkCover by 31 August each year. Contact the Injury
Management Advisors for advice if required.

Training

•
•

Contact the Injury Management Advisors for assistance with managing an injury.
Injury management resources are available on both the ACSQ Website and the
WorkCover Qld website.

Measuring Progress

• Do workers know where to obtain the Injury Management Packs and who to contact?
• Do Parish workers understand how to support volunteers and others who have been
injured in the workplace through the public liability insurance process?
• Are all workplace incidents and injuries reported using the Incident Report Form?
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Workplace Rehabilitation
Rehabilitation and return to work is a legal obligation of the Parish for all workers or persons
injured at work. Experience has shown that early return to work assists the healing process
and helps restore the worker’s normal function sooner and minimises lost time from work.
Workplace rehabilitation includes early notification of the injury, timely provision of support
and medical assistance, including suitable duties programs and aims to:
• Maintain injured or ill workers at work or ensure the worker’s earliest possible return to
work
• Maximises the worker’s independent functioning and provides for durable employment.
Non Work Related Injury / Illness
Where Clergy or a Parish worker wishes to return to work when affected by a non-work
related injury or illness, it is important that the Parish ensures that the person has a medical
clearance to return to work either in their usual role or in a modified capacity. The Parish
should contact the Injury Management Advisors for guidance in how to manage this. Any
medical restrictions must be adhered to and monitored. ACCQ is supportive of Parishes
making all reasonable efforts to assist a worker suffering from a non-work related injury /
illness to return to their substantive role; or make reasonable adjustment within their role.
Action Required

• Ensure Clergy and Parish workers are aware of requirements relating to workplace rehabilitation.
• Following an injury or an illness the Injury Management Advisors will assist the Parish with formulating

and managing a medically approved and time limited return to work plan.
• Respect the confidential nature of medical information and ensure there will be both verbal and written
confidentiality.

• In the event the worker is deemed unfit for work it is critical that the Parish maintain regular contact
with the person during their absence.

• Regular review at Parish Council meetings should include:
o
o

Number of work related illnesses and injuries.
Number of days or hours lost due to injury (indicative of severity of injury).

o

Number of persons requiring suitable duties plans for rehabilitation back into the
workplace, and
Cause and type of injury, trends and opportunities for prevention.

o

Measuring Progress
•
•
•

Are return to work plans achieving sustainable return to work for the injured worker?
Are non-work related injuries discussed with the Injury Management Advisors?
Is the Workplace Rehabilitation Policy displayed in the Parish?

Training

Knowledge of the WorkCover claims and the rehabilitation process or requirements.
Contact the Diocesan Business Manager for assistance.
Additional information can be obtained by contacting WorkCover on 1300 362 128 or from
their website http://www.workcoverqld.com.au/
Legislation References
Workers Compensation and Rehabilitation Act 2003; Workers Compensation and Rehabilitation
Regulation 2014
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3.0

MEASUREMENT AND EVALUATION

Measurement and Evaluation
Measurement and evaluation of the Safety Management System will include the following:
•

monitoring the success of safety strategies.

•

ensuring incident procedures are followed and risk controls are managed.

•

records are maintained for all safety processes, and

•

compliance with all safety management system components.

An important component of a safety management system is measuring its effectiveness. This
allows for Parish Leaders to assess whether their implemented safety strategies are
achieving their desired outcome and that the potential for injury is significantly reduced.
To ensure that measurement and evaluation is effective, safety strategies should be reviewed
on a regular basis. The Checklists will assist in identifying hazards when there are significant
changes to the environment e.g. new equipment or substance in use, renovations of property.
Ensuring the reporting of all incidents is occurring and evaluating risk control measures to
identify opportunities for improvement of safety management.
Action Required

•

Monitoring of risk control measures that are implemented for identified hazards and
risks are checked during regular inspection activities using the Checklists. This will
ensure that hazards and risks are minimised and the process used by Parish
Leaders for risk management is successful.

•

Assess whether reporting of hazards and incidents is carried out, investigation of
these incidents is attended, and corrective actions are taken to minimise the risks.

•

Assess whether records for WHS are retained (hard copy or electronically) and
confidentiality requirements are maintained. Archiving arrangements including
retention time and disposal procedures are followed. Contact the WHS Team if you
require clarification of requirements.

•

Every 12 months gather hazard, incident, and checklist documentation; bind them
together for archiving and mail to:
Anglican Diocese Rockhampton
PO Box 710
ROCKHAMPTON Q 4700

Measuring Progress

•

Are incidents and hazards investigated and actions taken to prevent risk?

•

Are regular inspections using the relevant checklists completed and actions closed
out?

•

Are major risks identified and reviewed at the Parish Council?

•

Are WHS records maintained to ensure confidentiality and ease of access when
required?
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4.0

REVIEW

Review
A regular review is required to provide assurance of the effectiveness, suitability and adequacy of the
Safety Management System in managing risk and meeting the safety policy and objectives of the
organisation.
The review must be documented and should consider changes in Parish activities, new or changed
safety risks, policies, procedures, goals and responsibilities.

4.1 PARISH ANNUAL SAFETY MANAGEMENT PLAN REVIEW
A regular review of the Annual Safety Management Plan shall be conducted by the Parish
Council at each Parish Council meeting. This review should include discussions around:

•

Progress and or completion of safety goals.

•

Review of the Parish safety risks and current controls. Are they still adequate? Are any
changes required? (Review the results of safety checklists).

•

Review of safety performance data (analysis can be provided by the WHS Team if
required).

•

Agreement on WHS objectives and targets for the next 12 months (consider Checklists
findings, Parish activities and events, worker training, and incident / hazard
investigation results).

•

The adequacy of resources.

Use the Annual Safety Management Plan template to develop the Plan for the following year.
Remember to consult with all workers as their input must be considered. All observations,
conclusions and recommendations must be documented on the Annual Safety Management
Plan.
A copy of the agreed Annual Safety Management Plan must be forwarded to the DBM for
review at the end of each calendar year.

Action Required

•

Ensure the Annual Safety Management Plan review is a standing item on the Parish
Council agenda each month.

•

Schedule an annual review of the Annual Safety Management Plan and add any issues
that have not been resolved to next year’s Annual Safety Management Plan.

•

Forward the completed Plan to the WHS Team at the end of the calendar year.

Measuring Progress
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•

Has the Annual Safety Management Plan been reviewed by Parish Council regularly?

•

Are necessary actions, based on the outcomes of the review, carried out?

4.2 ANGLICAN CHURCH CENTRAL QUEENSLAND REVIEW
The DBM will participate in the annual management review of the Parish Safety Management
System to ensure consistency with organisational safety goals and objectives, and to ensure
Parish safety needs are considered.
The DBM may recommend periodic 3rd party audits of the Safety Management System to
ensure it is compliant with legislative requirements. All audit results and recommendations
will be discussed with Clergy and Parish Leaders.

Action Required

•
•

The WHS Team will review completed Plans.
The WHS Team will recommend to PMC and the GM for 3rd party audits if
required.

Measuring Progress

•
•

Has the Parish Annual Safety Management Plan been received?
Has any feedback or actions been discussed with Parish Council and escalated,
where appropriate, to ensure resolution?
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DEFINITIONS
A Person Conducting a Business Undertaking (PCBU) has replaced “Employer” under
the current WHS Legislation. The PCBU refers to the obligations of the business or
undertaking that is either conducted alone or with others, whether or not for profit or gain.
The PCBU does not have to be an individual but can be the organisation or entity, conducting
a business, activity or undertaking.
The PCBU has a health and safety duty if it:
• arranges, directs or influences work to be done; or
•

contributes something towards the work being done.

A PCBU must ensure, so far as is reasonably practicable, the health and safety of their
workers while at work in the business, activity or undertaking. This includes:
•
provision and maintenance of a work environment without risks to health and safety.
•
provision and maintenance of safe plant and structures.
•
provision and maintenance of safe systems of work.
•
the safe use, handling, storage and transport of plant, structures and substances.
•
provision of adequate facilities for the welfare at work of workers in carrying out work for
the business or undertaking, including ensuring access to those facilities.
•
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 business or undertaking.
•
health of workers and the conditions at the workplace are monitored for the purpose of
preventing illness or injury of workers arising from the conduct of the business or
undertaking.
Dangerous Incident means: an incident in relation to a workplace that exposes a worker or
any other person to a serious risk to a person’s health or safety emanating from an immediate
or imminent exposure to:
• an uncontrolled escape, spillage or leakage of a substance; or
• an uncontrolled implosion, explosion or fire; or
• an uncontrolled escape of gas or steam; or
• an uncontrolled escape of a pressurised substance; or
• electric shock; or
• the fall or release from a height of any plant, substance or thing; or
• the collapse, overturning, failure or malfunction of, or
• damage to, any plant that is required to be authorised for use under a regulation; or
• the collapse or partial collapse of a structure; or
• the collapse or failure of an excavation or of any shoring supporting an excavation; etc.
(refer to Section 37 WHS Act 2011 for further detail)
Hazard Any source of potential damage, harm or adverse health effects on something or
someone under certain conditions at work. Hazards can include substances, materials,
processes, and practice.
Notifiable Incidents are those that arise out of the conduct of a business or undertaking and
results in the death of a person, a serious injury or illness of a person or a dangerous incident.
Reasonably Practicable means that which is, or was at a particular time, reasonably able
to be done to ensure health and safety, taking into account and weighing up all relevant
matters including:
a) the likelihood of the hazard or the risk concerned occurring.
b) the degree of harm that might result from the hazard or the risk.
c) what the person concerned knows, or ought reasonably to know, about the hazard or
risk, and ways of eliminating or minimising the risk.
d) the availability and suitability of ways to eliminate or minimise the risk.
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e) after assessing the extent of the risk and the available ways of eliminating or minimising
the risk, the cost associated with available ways of eliminating or minimising the risk,
including whether the cost is grossly disproportionate to the risk.
Risk The chance or probability that a person will be harmed or experience an adverse health
effect if exposed to a hazard.
Safety Management System (SMS) specifies the requirements for work, health and safety
that enable the Parishes to adequately meet their safety and legislative obligations, eliminate
or reduce safety hazards and risks, reduce injuries and achieve continuous safety
improvement.
Serious Injury or Illness of a Person is an injury or illness requiring the person to have
immediate treatment as an in-patient in a hospital and/or immediate treatment for:

•

the amputation of any part of his or her body.

•

a serious head injury.

•

a serious eye injury.

•

a serious burn.

•

the separation of his or her skin from an underlying tissue (such as de-gloving or
scalping).

•

a spinal injury.

•

the loss of a bodily function.

•

serious lacerations, or

•

Medical treatment (treatment by a doctor) within 48 hours of exposure to a substance.

Workers includes any person who carries out work, in any capacity, for a person conducting
a business or undertaking. These include workers, clergy, contractors, subcontractors,
outworkers, apprentices and trainees, work experience students, volunteers and PCBUs who
are individuals if they perform work for the business.

REFERENCES
•
•
•
•
•
•
•
•
•
•
•
•

Work Health and Safety Act 2011 (Qld)
Work Health and Safety Regulation 2011 (Qld)
Information Privacy Act 2009 (Qld)
Working with Children (Risk Management and Screening) Act 2000 (Qld)
Food Act 2006 (Qld)
Food Regulation 2006 (Qld)
Workers Compensation and Rehabilitation Act 2003
Workers Compensation and Rehabilitation Regulation 2014
Work Health and Safety Consultation, Co-operation and Co-ordination Code
of Practice 2011 (Qld)
Managing Risks of Plant in the Workplace Code of Practice 2013
Labelling of Workplace Hazardous Chemical Code of Practice 2015
How to Manage Work Health and Safety Risks Code of Practice 2011 (Qld)
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