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WORKPLACE HEALTH AND SAFETY POLICY

Our Commitment to Safety

<Insert Hotel Name Here> is committed to providing a safe and healthy workplace for all workers, contractors, and visitors. 

As the Person Conducting a Business or Undertaking (PCBU), we have legal duties under the Work Health and Safety Act 2011. 

We will eliminate or minimise risks to health and safety so far as reasonably practicable. This commitment extends to both physical and psychological health and safety. 


Scope

This policy applies to:
· All workers (employees and volunteers)
· Contractors and subcontractors
· Labour hire workers
· Visitors to our premises


Your Rights as a Worker

You have the right to:
· Work in a safe environment
· Stop work if you reasonably believe it is unsafe, without penalty (notify your manager immediately - don't resume until the issue is resolved or you're satisfied it's safe)
· Raise safety concerns without fear of reprisal or discrimination
· Access safety information, policies and procedures
· Receive safety information and training
· Be consulted on health and safety matters
· Elect or be a Health and Safety Representative (HSR) (if your workplace is eligible)

Your Responsibilities as a Worker

Under workplace health and safety law, you must:
· Take reasonable care for your own health and safety
· Take reasonable care that your actions or omissions don't affect the health and safety of others
· Follow all safety instructions, policies and procedures
· Use personal protective equipment (PPE) as instructed
· Report all hazards, incidents, injuries and near misses immediately
· Not wilfully or recklessly interfere with or misuse safety equipment
· Cooperate with any reasonable health and safety instruction or policy
· Not attend work under the influence of alcohol or drugs
Failure to follow safety procedures may result in injury, disciplinary action, or prosecution under WHS laws.


Management Responsibilities

<Insert Hotel Name Here> will:
· Provide and maintain a safe work environment and systems of work 
· Ensure safe use, handling and storage of substances and equipment 
· Provide adequate facilities, information, training, and supervision 
· Monitor workplace health and conditions 
· Consult workers on health and safety matters
· Manage risks using the hierarchy of controls: 
· Eliminate the hazard
· Substitute with something safer
· Isolate or engineer controls
· Administrative controls (procedures, training)
· Personal Protective Equipment (last resort only)

Hazard Identification

Our workplace has been assessed for the following hazards (detailed procedures available):

Physical Hazards:
· Slips, trips and falls
· Manual handling
· Hot surfaces and burns
· Sharp equipment (knives, slicers)
· Electrical equipment
· Chemicals (cleaning products, sanitisers)
· Noise [if applicable]

Psychosocial Hazards:
· Workload and job demands
· Bullying, harassment, and violence
· Aggressive customers
· Fatigue from rosters/hours
· Working alone [if applicable]

Other Hazards:
· Armed robbery risk [if applicable]
· Working at heights [if applicable]
· Confined spaces [if applicable]

Detailed procedures regarding managing these hazards are available: See Appendix A or [INSERT location - e.g., staff room, online portal]


Managing Psychosocial Hazards

We recognise work can affect mental health and wellbeing. Our key commitments:

Bullying and Harassment
What it is:
· Workplace bullying: Repeated unreasonable behaviour directed at a worker that creates a risk to health and safety (e.g., verbal abuse, threats, exclusion, constant criticism, humiliation)
· Sexual harassment: Unwelcome conduct of a sexual nature (e.g., unwelcome advances, sexual comments or jokes, inappropriate touching, requests for sexual favours)

We do not tolerate bullying or harassment.

What bullying is not:
· Reasonable management action, such as performance management or providing constructive feedback, a one-off incident, or a genuine disagreement or difference of opinion.

If you experience or witness bullying:
1. Tell the person their behaviour is unacceptable (only if you feel safe to do so)
2. Report to your manager - if your manager is involved, report to [INSERT alternative contact - owner/HR/external contact]
3. Keep notes: date, time, what happened, witnesses present
4. Access support: [INSERT EAP details or external support services]

If you see it, hear it or experience it…..REPORT IT.
As a bystander to any incident of bullying and harassment (or any other inappropriate behaviour in the workplace), you have a responsibility to support the person being subjected to the harassment and/or bullying. 

You can do this by speaking up, supporting the victim, reporting the incident to an authority, or creating a private plan to help the bullied person get support. Your actions, or inaction, can have a significant impact on stopping bullying. 

We will:
· Take all reports seriously
· Investigate confidentially and impartially
· Take action to stop the behaviour
· You will not be penalised for making a report in good faith

Workload and Fatigue
Managing workload:
· Speak up if workload is excessive or unrealistic
· Ask for help when overwhelmed
· Report concerns about inadequate staffing or resources

Managing fatigue:
· Rosters designed to allow adequate rest between shifts
· Take all scheduled breaks
· Report excessive fatigue to manager immediately
· Don't work if feeling unable to work safely due to fatigue

Aggressive Customers
If a customer becomes aggressive:
· Stay calm, don't argue
· Get manager involved immediately
· Remove yourself if feeling unsafe
· Call 000 if threatened

After incidents: Debrief with manager, access support if needed

Support Available
· Manager discussions (confidential)
· [INSERT: Employee Assistance Program (EAP) details - phone number, how to access]
· [INSERT: Other support services if available]
· Support is confidential and free

Detailed procedures: See Appendix B - Psychosocial Hazards



Incident Reporting

Incident Reporting
You must report ALL of the following immediately:
· Injuries - any injury at work, even minor ones like cuts or bruises
· Illnesses - any illness you believe is caused by work
· Near misses - incidents that could have caused injury but didn't
· Property damage - damage to equipment, stock or property
· Hazards - anything that could cause harm 
· Bullying, harassment, or threatening behaviour

How to report an incident:
1. Seek first aid if needed (see below)
2. Tell your manager/supervisor immediately
3. Complete an Incident Report Form with your manager's help
4. Seek medical attention if required - tell the doctor it's a workplace injury
5. Keep your manager updated on your recovery

You will not be penalised for reporting incidents in good faith. 


First Aid
First Aid Officers: [Insert names or how to identify them - e.g., "wear green vests" or "names displayed on staff noticeboard"]

First Aid Kit Locations: [Insert locations]

If you're injured:
1. Get first aid immediately from a First Aid Officer
2. Report to your manager
3. Complete an incident report
4. If you need to see a doctor, tell them it's a work-related injury

For serious injuries or medical emergencies, call 000 immediately.

Notifiable Incidents
Management must notify WorkSafe immediately by phone if:
· Death occurs
· Serious injury/illness (fractures, amputation, serious burns, electric shock, loss of consciousness, medical treatment within 48 hours)
· Dangerous incident (explosion, uncontrolled release of substance, collapse of structure)

Written notice is required within 48 hours. The incident site must be preserved for investigation.
	

Personal Protective Equipment

PPE is equipment that protects you from hazards.

Required PPE in our workplace:
· Slip-resistant, closed-toe footwear - must be worn at all times [specify any requirements]
· Gloves - when handling chemicals, hot items or as directed
· Aprons - when required for chemical use or food preparation
· Cut-resistant gloves - when using sharp equipment as directed
· [Add any other specific PPE requirements for your workplace]

Your responsibilities:
· Wear PPE as instructed
· Check PPE is in good condition before use
· Report damaged or ill-fitting PPE
· Store PPE properly when not in use
· Replace PPE when necessary

If PPE doesn't fit properly or is damaged, tell your manager immediately. Don't use 
damaged PPE.


Training and Information

You will receive health and safety training including:

Induction training (before you start work):
· This WHS policy
· Emergency procedures
· Hazard reporting
· Your specific workplace hazards

Job-specific training (before performing tasks):
· Manual handling
· Chemical safety
· Equipment operation
· Any other training required for your role

Ongoing training:
· Refresher training as needed
· Training when procedures change
· Training when new hazards are identified


Consultation

We will consult with you about:
· Identifying and assessing hazards
· Making decisions about controlling risks
· Proposed changes that may affect your health and safety
· WHS policies and procedures
· Facilities for workers

We will consult with you about safety through:
· Regular team meetings where safety is discussed
· Toolbox talks on specific safety topics
· One-on-one discussions with managers
· Suggestion/feedback forms
· [Add any other consultation methods used in your workplace]

Health and Safety Representatives (HSRs): [If applicable: Insert information about HSRs, how they're elected, and their role] [If not applicable: "Workers may elect a Health and Safety Representative if desired. Speak to management if you're interested in this process."]


Related Documents:

Appendix A: Hazard-Specific Procedures (Manual Handling, Chemical Safety, etc.) 
Appendix B: Psychosocial Hazards
Appendix C: Emergency Response Procedures 
[ADD others as relevant to your venue, e.g.:
Appendix D: Incident Reporting Forms and Process 
Appendix E: Risk Assessments 
Appendix F: Safe Work Procedures (by task/equipment) 

Consultation

This policy will be reviewed:
· At least every two years
· After any serious incident
· When legislation changes
· When our business or work practices change significantly

Workers will be consulted during policy reviews.

Next review date: [Insert date]


Related Information

Legislation:
· Work Health and Safety Act 2011
· Work Health and Safety Regulations 2011
· Fair Work Act 2009

Where to get more information:
· Safe Work Australia: www.safeworkaustralia.gov.au
· State/Territory WHS regulator: [Insert relevant regulator and website]
· Fair Work Ombudsman: www.fairwork.gov.au

Emergency contacts:
· Emergency services: 000
· First Aid Officers: [Insert names and contact numbers]
· Manager: [Insert name and contact number]
· After-hours emergency contact: [Insert contact]
· Poisons Information Centre: 13 11 26








POLICY ACKNOWLEDGEMENT

I, _________________________________ (full name) acknowledge that:
· I have received, read and understood this Work Health and Safety Policy
· I have had the opportunity to ask questions about the policy
· I understand my responsibilities and rights under this policy
· I understand I must: 
· Follow all safety instructions and procedures
· Use personal protective equipment as required
· Report all hazards, incidents, injuries and near misses immediately
· Not wilfully or recklessly endanger myself or others
· I understand that not following safety procedures: 
· Can result in serious injury to myself or others
· May result in disciplinary action, which could include termination of employment
· May result in prosecution under WHS laws
· I will seek clarification from my manager if I'm unsure about any safety matter

Employee Signature: _________________________________ Date: ________________
Print Name: _______________________________

Manager/Supervisor Signature: ____________________________ Date: _____________
Print Name: _______________________________



Copy provided to employee: Yes ☐
Copy to personnel file: Date: ____________
Induction training completed: Date: ____________





