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For Inspectors
	Name of school and space for brief notes




Brief list of relevant MH OHS phrases
	S. 21(1)
	OHS – 0436 MH systematic approach

OHS – 0433 MH systems (min/mod/sig) 

OHS – 0434 MH consultation (Manual Handling Regs 1999

S12 (a) & (b) – consult with HRS)
OHS – 0427 MH knowledge level
OHS – 0414 MH advice

OHS – 0425 MH action taken following a claim

	MH Regs 13(1)
	OHS – 0263  MH risk ID 

	MH Regs 13(3e) 
	OHS – 0379 MH ID after MSD report

	MH Regs 14(1)
	OHS- 0269 MH risk assessment for existing task

	MH Regs 14(2)
	OHS- 0380 MH assessment factors (not taken into account all factors)

	MH Regs 14(3)
	OHS- 0265 MH assessment review

	MH Regs 15
	OHS- 0267 MH risk ID and assessment (no ID, assess or control)
OHS- 0381 MH task identified and assessed as a risk. (no controls) 

OHS- 0266 MH risk controls (employer has assessed, not controlled)

OHS- 0268 MH immediate risk 


Brief list of relevant Slip/trip/fall OHS phrases
	S. 21(1), (2c)
	OHS – 0541 Damaged / inappropriate floor surfaces

OHS – 0540 Slippery, damaged or inappropriate floor condition


Relevant OHS phrases for other issues (eg.  Hazardous Substances) are cited in the tool.

Information for schools
An information pack on Project 941 is available at http://www.workcover.vic.gov.au/vwa/home.nsf/pages/so_education
It contains this tool and a PowerPoint slide show 
Notation in the tool

1. The Occupational Health and Safety (OHS) Act is not specifically mentioned while referring to particular sections, eg. S.21(2) is used without stating where it came from. For convenience, references are shortened, eg. S.21(2)(e) is referred to as S.21(2e)

2. MH = Manual Handling

3. HS = Hazardous Substances

4. DG = Dangerous Goods

5. DE&T = Department of Education & Training

6. COP = Code of Practice

7. Regs = Regulations
The word “BYPASS” in this tool is meant for inspectors.

Information for schools
“Traffic Light Model” of compliance
The compliance tool uses the traffic light model where possible.The ‘traffic light’ format can assist school employers to identify high risk activities, assess their workplace and implement safer work practices. 
	High risk (Red)
	Medium risk (Amber)
	Low risk (Green)

	The practices in the red column should not be used in workplaces.

An employer who allows those practices to be used is likely to be in breach of OHS legislation.
	The practices in the amber column are less effective in reducing risk as compared with the green column, and should be treated as interim solutions only.

In some instances, practices in this column may be in breach of OHS legislation.
	The practices in the green column should be regarded as the minimum target for all schools. 
This category meets compliance requirements given the state of knowledge today. 

	Where non-compliance with legislation is detected, or where there is an immediate risk, a notice or direction will be issued to control the problem, unless the matter is addressed by the duty holder at the time of its detection and in the presence of the inspector.  
	Where non-compliance with legislation is detected, or where there is an immediate risk, a notice or direction will be issued to control the problem, unless the matter is addressed by the duty holder at the time of its detection and in the presence of the inspector.  
	No Notice.


Note: 1. The activities/ issues in the boxes are only illustrative. It is important to note that inspectors will use more workplace and other information than stated in the compliance tool to enable them to form an opinion on whether a notice will be issued. 
2. Inspectors appointed under the OHS Act can enter and inspect workplaces at all reasonable times. If they detect a contravention of the Act, or of regulations made under the Act, they can demand in writing that remedial action be taken, or they can take enforcement action, or they can do both: An Improvement Notice gives a deadline for remedying the contravention. A Prohibition Notice does the same, and in the meantime prohibits the activity if it involves an immediate risk. Directions are similar to notices, but are issued under the DG Act. 

Actions that can be taken by schools before WorkSafe Inspectors arrive

You can begin by assessing yourself against this tool. If high risk practices are being used in your school, you should first see if you can implement the (illustrative) practices in the green column straight away. If that isn’t practicable [see below], you should immediately put in place the comparable practices in the amber column as an interim solution and work towards achieving the practices in the green column.

Practicability takes into consideration:

• the severity of the hazard or risk in question

• the state of knowledge about that hazard or risk and any ways of removing or mitigating it

• the availability and suitability of ways to remove or mitigate the hazard or risk

• the cost of removing the hazard or risk.

Note: It is important to remember that cost cannot be the sole reason for not implementing controls. Cost is a factor in conjunction with others.
Disclaimer:

This model aids in providing information regarding the extent to which an employer’s obligation under Victorian OHS legislation must be met. Schools should always check the relevant legislation and make their own judgement in consultation with HSRs/ OHS Committees about what action they may need to take to ensure compliance with the law. The Victorian WorkCover Authority extends no warranties as to the suitability of the information for your specific circumstances. 
	1.  GENERAL
	
	
	
	

	1.1 Have all the management Reps received OHS training?
	S.21(4ca) and 21(2e) Ask the management representative/s who accompany the inspector and/ or the Principal.
DE&T have optional induction on OHS for Principals.
	( No extent
No management Rep trained.
	( Some extent
Not all management Reps trained (if more than one).
	( Considerable
All management Reps trained.

	1.2  Is there one or more designated work group (DWG) in the school?
	Sight evidence under

S.29(10b).
	( No extent
No DWG.
	( Some extent
One DWG.
	( Considerable 

More than one DWG.

	1.3  Is there a duly elected HSR for each DWG?
	If no DWG, BYPASS

S.30. Sight evidence. 


	( No
	( Yes
	
	

	1.4 If there are one or more duly elected HSRs, has each HSR received OHS training?
	If none, BYPASS

S.31(2d).
Ask HSR/s and sight evidence where possible. 
	( No extent
No HSR trained.
	( Some extent
Not all HSRs trained (if more than one).
	( Considerable
All HSRs trained.

	1.5 Is there an agreed OHS issue resolution procedure?
	S.26. Ask staff / HSRs regarding their knowledge of this procedure.
	( No
	( Yes
	
	

	1.6 Does workplace consultation occur with regard to hazard ID, risk assessment and control (eg. purchase of suitable equipment)?
	“Getting started with workplace health and safety: Introduction to workplace consultation”

Verify with HSRs/ staff. 
Consultation is obligatory under some regulations.

OHS 0434
	( No extent
No consultation even when obligatory.
	( Some extent
Consultation occurs where obligatory. Rarely consulted otherwise.
	( Considerable
Consultation always occurs.

	1.7 Is OHS a standing agenda item at a regular staff meeting?
	Ask staff during walk through.

This is an indicator of management commitment
	( No
	( Yes
	
	

	1.8  Are staff provided OHS induction and OHS training appropriate to their role?
	S. 21(2e), R.321 HS Regs, R.402 DG Regs. Sight policy. Sight training records where records are obligatory. Ask staff during walk through. 
	( No extent
No formal policy or process.

OR 

No induction.

OR 

No training.
	( Some extent
Induction policy and process in place.

AND

Training occurs in some but not all cases.
	( Considerable
Induction policy and process in place and training and induction occurs in all cases.

Best practice: AND training and induction documented in all cases.

	1.9 For government schools only: Management’s awareness and use of the DE&T OHS consultant, Noel Arnold & Associates.
	If not government school, BYPASS
Ask management rep/s.
Role of NAA in Fieldlink attachment.
	( No extent
Management is not aware of the role of Noel Arnold & Associates
	( Some extent
Management is aware of the role of Noel Arnold & Associates
AND have not used their services.
	( Considerable Management is aware of the role of Noel Arnold & Associates, AND have used their services.


	2. CLASSROOMS, STAFFROOMS, ART ROOMS
	
	

	2.1 Is a safe system of work in place for moving heavy, large or fragile equipment/ teaching aids? (eg. televisions, other audio-visual equipment, class sets)
	R.15 MH Regs.
MH COP: High force.
OHS – 0267, 0381, 0266.
DE&T MH solutions No. 2.
	( No extent
Safe system of work not in place at all.
Eg.

Staff or students manually carry equipment or teaching aids for long distances or between classrooms.

	( Some extent
Safe system of work partially in place.

Eg.

Suitable trolleys provided, but equipment must be transferred to/from the trolley.

OR

Pathways, steps and ramps make it difficult to use/push the trolley.
	( Considerable
No lifting needed (eg. equipment is permanently available in each room where it is required, OR children are moved to specialised rooms avoiding manual handling).

Equipment is stored permanently on suitable trolleys (large wheels, maintained) close to where it is required  AND good access for trolleys to the classrooms (eg smooth flooring, no steps, ramps not steep).

	2.2 Is a safe system of work in place for moving heavy or large furniture in the classrooms, either as a one-off, or on a large scale (eg. at the end of the term/ year?)

	R.15 MH Regs.
MH COP: high force, repetition.

OHS – 0267, 0381, 0266.
DE&T MH solutions No. 6.
	( No extent
Safe system of work not in place at all.

Eg.

Staff or students push/ pull/ lift heavy or large furniture with no castors (eg. tables, benches, stacks of chairs).
	( Some extent
Safe system of work partially in place.

Eg.

Adeqaute and lockable castors are fitted to tables/benches, but it still requires two people to move them.
	( Considerable
Furniture is never moved.
OR

Heavy tables have been replaced with lighter tables with castors that are easily moved by one person.
OR

A healthy and safe system of work for all large scale furniture moving  for instance, at the end of the term/ year, eg. well trained furniture removalists with specialised equipment.

	2.3 Is a safe system of work in place for hanging objects/ displays at height in the classroom ?
	BYPASS

S.21.
Falls from heights Regs apply only for heights > 2m.
DE&T MH solutions No. 16, 17.
	(  No extent
Staff stand on tables or chairs to hang objects/ displays in the classrooms.
	( Some extent
Staff have easy access to and use a suitable step or other ladder to hang objects/ displays.

OR

Mechanical aids used to hang light items above shoulder height (eg. coat hanger on a hook).
	( Considerable
Pulley systems in place to hang objects/ displays.

OR

Display boards easily accessible for light weight objects and work displayed at a maximum of employees’ arms reach.

	2.4 Is  there a healthy and safe work environment for computer-based or written tasks undertaken (a) continuously for more than 30 minutes or (b) for over a total of two hours in a day?
	BYPASS

R.15 MH Regs.

MH COP: Repetitive or sustained awkward postures (twisting back >20 degrees; bending/ twisting neck> 20 degrees; excessive bending of the wrist.
Officewise.
OHS – 0267, 0381, 0266.
DE&T MH Solutions No. 14, Notebook Guidelines.
In government schools also consider itinerant regional staff who visit school for work, such as SSSOs. 
	(No extent
Chairs not fully adjustable.

OR

Computer screens too close, and inadequate space for keyboard since workstations/tables not large enough.

OR

Laptop computers used in stand-alone mode (ie. without external keyboard, or mouse)
	( Some extent
Safe work environment partially in place.
	( Considerable
Suitable chairs are provided for all computer/written workstations 

AND

Suitable desks are provided at each workstation

AND

Footstools provided where desk height not adjustable enough.

AND

Screens clear and free of glare

AND, if applicable, separate keyboard and mouse set up with laptops.



	2.5 Is there a system to replace damaged chairs?
	S. 21. 

Data show that many injuries arise from chairs breaking when sat on.
	( No extent
Damaged chairs are in use, or could be used.
	( Some extent

Safe system partially in place.
	( Considerable
All damaged chairs are immediately removed from the workplace and replaced or fixed.

	2.6 Is the risk from chairs sliding away when sat on controlled?
	S. 21. 

Data show that many injuries arise from chairs sliding away when sat on.
	· No extent
Castors inappropriate (that make chairs slip easily away) for surface.
	( Some extent
Risk partially controlled.
	( Considerable
Only chairs with glides or adeqaute castors are used on smooth, hard surfaces such as concrete, timber or vinyl.
AND
Chairs with standard castors are only used on carpeted surfaces.

	2.7 Is a safe system of work in place for tasks at low student desks?

	BYPASS

R.15 MH Regs.

MH COP – sustained bending.
OHS – 0267, 0381, 0266.
DE&T MH solutions No. 18.
	· No extent
Staff frequently use low chairs designed for children.

OR

Squat or kneel or stoop for prolonged periods.
	( Some extent
Safe system of work partially in place.
	( Considerable
Appropriate chairs provided for staff, and used.

	2.8 Are storage facilities structurally safe?
	S.21.
Eg. racks, cupboards, lockers.
	(  No extent
Not bolted properly, likely to tip or collapse.
	( Some extent
Partially safe.
	( Considerable
Strong and secure.


	3. TECHNOLOGY, SCIENCE LABS, HORTICULTURE, SHEDS

	3.1 Is guarding on plant adequate?  
	BYPASS
R.705 OHS(Plant) Reg. 1995, Section 8 of AS4024.1.
Eg.Unguarded nip point/s, exposed rollers, belts and gears, loose clothing and long hair, guards easily removed, or are not functioning.
	( No
	( Yes

	
	

	3.2 Are the Emergency stops fully compliant with the OHS(Plant) Regs 1995?
	BYPASS
R706 OHS(Plant) Reg. 1995 and Clause 6.3.7 of AS4024.1.
Eg. prominent, clearly and durably marked and immediately accessible to each operator of the plant,  and the device will work to best effect.
	( No
	( Yes

	
	

	3.3  Appropriate maintenance of fume cupboards and registered plant .

	BYPASS
Fume cupboards - S.5 of AS 2243: 8, S.7 of AS 2243.9.
R708 OHS(Plant) Reg. 1995.
Table 4.1 AS 3788 (some air receivers are required to be registered and internally inspected).

Sight maintenance records as required.
	( No extent
Inadequate maintenance.

AND
No maintenance records.
	( Some extent
Partially maintained.
OR

Inadequate records.
	( Considerable
Maintenance as per requirements. 

AND 

Complete maintenance records.

	3.4 Is there a system in place for control of risk from electrical hazards?
	S.21(1).
Table 4 of AS/NZS 3760-2003.
Also check instrumental music and performing arts areas.
	( No extent
No procedure for visual inspection of electrical leads for damage. 

OR

Visibly damaged electrical leads. OR 

Leads in areas with a higher level of risk (eg. wet areas) not protected adequately. 

OR

Absence of procedures to control risk from staff bringing in their own electrical equipment.
	( Some extent
Safe system partially in place.
	( Considerable
Electrical leads always visually verified before electrical equipment used.  

AND 

No visibly damaged electrical leads. 

AND

Leads in areas with a higher level of risk (eg. wet areas) protected adequately. 

AND

Procedures in place to control risk from staff bringing in their own electrical equipment.

AND

Risks arising from electrical shock controlled by using extra low voltage or double-insulated equipment.

	3.5 Are slip, trip or fall risks around plant, in science areas, and in maintenance sheds fully controlled? 
	BYPASS
S.21.
OHS – 0540, 0541.

	( No extent
Poor (unsafe) layout.

OR

No system of housekeeping.

OR 

Slippery floors.
	( Some extent
Slip, trip or fall risks partially controlled.
	( Considerable
Safe layout (eg.clear access to plant).

AND 

Good housekeeping (no trip hazards) .

AND 

Slip resistant floors.

	3.6 Register/s available and readily accessible for all hazardous substances and relevant dangerous goods and includes manufacturer’s or supplier’s MSDS.
	BYPASS
R.307, 302 HS Regs, R 442 DG Regs. - note the qualification re: package size.
COP HS discusses “readily accessible”.
OHS-0350 and OHS 0351.
Sight registers and MSDSs - check a few for currency.

Also check photography area, art area.
	( No extent
Register/s do not exist.

OR

No MSDS available for HS and/or DG.
OR

MSDS not readily accessible to those who work in the area.
	( Some extent
Register/s and/or MSDS not current.

OR

MSDS available only for some HS and DG but a plan of action exists to obtain all in a reasonable time.


	( Considerable
Register/s complete and all MSDS current.

AND

MSDS are readily accessible to those who work in the area.



	3.7 Have risk controls been put in place as per risk assessments for hazards associated with hazardous substances and dangerous goods?
	BYPASS
R.308, 310, 312 HS Regs, R 404, 405, 407, 411, 414  DG Regs. 
OHS-0355 and OHS 0503.

Employer responsible for risk assessments. DG Regs require a record of risk assessments, HS Regs only require results to be documented. Sight a few of them. 
Also check photography area, art area.
	( No extent
No risk assessments available.

OR

All risk controls inadequate.

	( Some extent
Risk assessments available for some HS & DG with action plan to complete the rest.

OR

Risk assessments available for HS & DG but  inadequate.

OR

Some risk controls inadequate, eg. some lower order controls could be replaced by higher order controls.
	( Considerable
Risks assessments available for all HS & DG.
AND

Risk assessments address all relevant issues including process and stability. 

AND

Risk asessments document the control measures.

AND

Risk controls adequate.

	3.8 Are hazardous substances and dangerous goods labelled adequately?


	BYPASS

R.301(2), 304  HS Regs, R 439, 440 DG Regs. Non-HS/DG covered by OHS Act.

OHS-0353.

Decanted substances must be labelled unless they are used immediately and cleaned/ neutralised.

Also check photography area, art area.
	( No extent
No original containers of chemicals have manufacturers’ labels.
OR

No containers of decanted chemicals and waste have labels.
OR

Some labels are not legible .
	( Some extent
Some original containers of chemicals have manufacturers’ labels.

OR

Some containers of decanted chemicals and waste have labels.


	( Considerable
All original containers of chemicals have clear and legible manufacturers’ labels.
AND
All containers of decanted chemicals and waste have clear and legible labels.



	3.9 Is storage of hazardous substances and dangerous goods adequate?
	BYPASS

AS 2243.10.
	( No extent
Greater than working amounts present in any lab.

OR

DG not  stored (segregated) as per compatibility.
OR
Shelves not stable.

OR

Shelves show signs of corrosion.
OR

Stores not ventilated.

OR

Stores not lockable.

	( Some extent
Safe system of storage partially in place.
	( Considerable
Only working amounts present in all labs ie. all chemicals that are not being used immediately are stored appropriately.
AND

All DG stored (segregated) as per compatibility  eg.  class 5 not stored with class 3.

AND

All shelves stable.

AND
No shelf shows signs of corrosion.

AND
All stores ventilated.

AND
All stores lockable.

	3.10 Is a safe system of work in place for handling, hitching and unhitching trailers?

	BYPASS

MH COP: high force.
DE&T MH Solutions No. 13.
	(  No extent
Trailers pushed/ pulled/ lifted without mechanical or other assistance.
	( Some extent

	( Considerable
Trailers fitted with suitable and operational jockey wheels  AND suitable chocks provided.


	4. STORAGE: manual handling.  ENVIRONMENT:  slips, trips, falls

	4.1 Are safe systems of work in place for handling heavy or awkward gym/ sporting equipment?

	R.15 MH Regs.
MH COP: High force.
OHS – 0267, 0381, 0266

DE&T MH Solutions No 7, 8.
	( No extent
Equipment moved without assistance or mechanical aids.
OR
Stored inappropriately, ie. inadequate access and/ or inappropriate heights eg. heavy and more frequently handled items stored below knee and above shoulder height. 


	( Some extent
Equipment  moved on/ in appropriate trolleys/ cages/ kit bags but requires high force.

OR
Heavy equipment handled by two or more people without mechanical assistance.


	( Considerable
Timetabling completely eliminates the need to frequently move equipment. 

OR
Alternatives to heavy/ awkward equipment are used.
Adequate storage with heavy and more frequently handled stored between knee and shoulder height. 

Equipment can be transported without application of high force, eg. on/ in appropriate trolleys/ cages [well maintained and wheels/castors selected for terrain].

	4.2 Is a safe system of work in place for moving and storing boxes (eg. archive/ general storage rooms)?


	R.15 MH Regs.
MH COP: High force.
OHS – 0267, 0381, 0266.
DE&T MH Solutions No 5, 9, 12.
	( No extent
Boxes are carried over long distances.
OR

Stored inappropriately, ie. inadequate access and/ or inappropriate heights eg. heavy and more frequently handled items stored below knee and above shoulder height. 
	( Some extent
Trolleys inappropriate (high force  required). 


	( Considerable
Double handling eliminated by ensuring safe access and direct delivery of items. 

AND

Boxes/ cartons weight limited.

AND

Adequate storage with heavy and more frequently handled boxes stored between knee and shoulder height.
AND
Appropriate trolleys provided and readily available.

	4.3 Is adequate and appropriate storage provided in classrooms and staffrooms?

	R.15 MH Regs.
MH COP – high force.
OHS – 0267, 0381, 0266.
DE&T MH Solutions No. 5, 9, 12.
	( No extent
Inadequate storage provided resulting in clutter and trip hazards.

OR
Storage inappropriate, ie. inadequate access and/ or inappropriate heights eg. heavy and more frequently handled items stored below knee and above shoulder height. 
	( Some extent
Some adequate.
OR

Some appropriate. 
OR 

Provided but not used.
	( Considerable
Adequate storage provided and used.
AND

Heavy and more frequently handled items stored between knee and shoulder height.

	4.4. Is a safe system of work in place for storage of wood?
	BYPASS

R.15 MH Regs.
MH COP: high force.
OHS – 0267, 0381, 0266.
	(  No extent
Inadequate access and/ or inappropriate heights eg. heavy and more frequently handled items stored below knee and above shoulder height. 
	( Some extent
Safe system of work partially in place.
	( Considerable
Double handling avoided by ensuring safe access and direct delivery of items to storage areas. 

Adequate storage with heavy and more frequently handled stored between knee and shoulder height. 

	4.5 Are safe systems of work in place for storage of clay?

	BYPASS

R.15 MH Regs.
MH COP: high force.
OHS – 0267, 0381, 0266.

	( No extent
Inadequate access and/ or inappropriate heights eg. heavy and more frequently handled items stored below knee and above shoulder height. 

	( Some extent
Safe system of work partially in place.
	( Considerable
Double handling avoided by ensuring safe access and direct delivery of items to storage areas. 

Adequate storage with heavy and more frequently handled stored between knee and shoulder height. 

	4.6 Are risks of slips, trips and falls on stairs/ steps adequately controlled?
	S.21 

AS1657:1992 Fixed Platforms, Walkways, Stairways and Ladders
	( No extent
Stairs are slippery.

OR
Nosing and/ or tread is poorly defined visually (eg. poor lighting)
OR
Isolated low steps, particularly at doorways.

OR
Slip and trip hazards present eg. trees growing alongside, leaky gutter, poor drainage.

OR
Handrails or guard rails absent or not solidly affixed.
	( Some extent
Isolated low steps are highlighted.
	( Considerable
Stairs are not slippery, eg. non-slip bull nose finish, stair surfaces are well maintained. 
AND
Nosing and/ or tread is well defined visually (eg. good lighting, bright strips).

AND
No isolated low steps.

AND
Sturdy handrails or guard rails are provided on all platforms, steps or stairs.



	4.7 Are risks of slips, trips and falls on ramps adequately controlled?
	S.21 

AS1657:1992
OHS – 0540, 0541


	( No extent
Ramps are slippery.
OR

Ramps without edge protection.
OR

Inadequate trip and/or fall protection (handrails, mid-rails and/or kick rails absent or not solidly affixed)

OR

Slip and trip hazards present eg. trees growing alongside, leaky gutter, poor drainage.
	( Some extent
Edges clearly marked on ramps without edge protection.


	( Considerable
Ramps are slip resistant with foot grips or textured surface.

AND

Ramps have edge protection.

AND

Adequate trip and/or fall protection.

AND

Slip and trip hazards absent.

	4.8 Are risks of slips in the general environment adequately controlled?
	S.21.
OHS - 0540.
Check dining areas.
	( No extent
Floor surfaces are not slip resistant in areas where ice, water or grease can create a slip hazard.

OR

No slip-resistant strips on other hazardous walking or working surfaces.

OR
Floor surfaces are inadequately cleaned and/or maintained (eg moss/ leaves on external pathways).

OR

Cleaning of indoor floors takes place during working hours.

OR

Spills not managed immediately.


	( Some extent
Plan of action exists to treat hazardous floor surfaces with acid etching, abrasive blasting, grinding, paint and sand or grooving. 
	( Considerable
Slip resistant floor surface in areas where ice, water or grease can create a slip hazard.
AND
Slip-resistant strips on any other hazardous walking surfaces.

AND 

Suitable mats present at entrances.

AND

Cleaning of indoor floors takes place outside working hours.

AND

Outdoor surfaces free of leaves, mud, clippings, paper, gravel, and moss or slime.
AND

Immediate management of spills occurs eg. hazardous warning signs.

	4.9 Are risks of trips in the general environment adequately controlled?
	S.21 .

OHS - 0541

Eg. Classrooms, corridors, passages.
	( No extent
Floor/ door mats and carpets 

have up-turned edges or are unsecured. 
OR
Low obstacles such as student bags, bikes, handbags, briefcases.

OR

Footpaths and garden edging poorly maintained.

OR

Surfaces in poor condition (eg. potholes).
	( Some extent
People are alerted to uneven/ damaged floor surfaces by clearly visible warning/ marking.

AND

Plan exists to make such surfaces OHS compliant.
	( Considerable
Floor/ door mats and carpets firmly remain in place. 
AND

No low obstacles (eg. adequate storage racks for bikes, aisles and passageways remain uncluttered at all times, lockers provided for storage of personal items).

AND

Footpaths and garden edging properly maintained.
AND

Surfaces without trip hazards (eg. no potholes).

	4.10 Summarise the key system wide issues found in the assessment of this school for (a) reporting to PSCS stakeholders and (b) for input into future interventions.


	BYPASS
Take notes during visit and complete this at the end of the visit/s.

These comments will assist in systematic resolution of such issues and in future project development.
Taking photographs of good OHS solutions will assist in extending the state of knowledge.
	COMMENTS









WORKPLACES TO VISIT The list of schools to be visited under this project is available on FieldLink .





This tool is designed to be compatible with FOCUS modules on Fieldlink. Each module is preceded by instructions relevant for that module. The modules are designed around the key activity areas for the staff, eg. Classrooms, Outside areas, Storage areas etc.








Source of information for schools


1. WorkSafe’s web site, including education web page


http://www.worksafe.vic.gov.au/vwa/home.nsf/pages/so_ed


2. DET compliance guidelines website


http://www.eduweb.vic.gov.au/hrweb/ohs/other/DETpubs.htm#book





For Govt. schools


1. Employee Health Unit  Telephones (03) 9637 2367, 2441 (employeehealth@edumail.vic.gov.au)


2. Noel Arnold http://www.noel-arnold.com.au/














For Inspectors





SITE VISIT PROCEDURE


OHS requirements for Field Officers. See OHS 4.01 for guidance 





Explain purpose/ background


Background information on the Project has been communicated to the stakeholders (justification flyer to be provided)


Provide a brief outline of the Project (mention that there would probably be around 3-4 visits, excluding visits need to follow up on noticese, and your focus would be on risk control around the four OHS specific activities)


Provide a copy of this intervention tool





Use this intervention tool


Preliminary discussion with Management Rep/ HSR followed by verification of compliance through a walk-through inspection 


Take notes as per usual Field protocol. This entire Tool is likely to take more than one visit to complete.


Management Rep/ HSR may be provided with the Inspector’s rating verbally for them to take down on their own copy of the tool.





Take appropriate actions


Explain legislative requirements as required


Issue Field Report and if necessary, Notices/Directions for non-compliance


Use standard phrases where possible (See note below)


Indicate availability of relevant publications 


Conduct follow up visit(s) as required





Documentation


Field report and/or Notices/ Directions as required


Enter completed intervention tool into FOCUS the end of the last visit.


The Tool can then be placed on a TRIM file.


Conduct follow up visit(s) as required





Use of this Tool


The tool is intended to (a) provide focus re: the visits and to assist in opinion formation of the Inspectorate, and (b) for Project evaluation.


Data from FOCUS will be used to determine systemic issues for employer briefing.





Note: MH Standard Phrases are provided in an attachment on Fieldlink. A brief list is on the next page.
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