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Occupational Health and Safety Policy 

1.1 Introduction 

The Occupational Health and Safety Act (1984), together with Occupational Safety and Health 
Regulations 1996 (the Regulations), are the principal legislation governing occupational safety and 
health in Western Australian workplaces. It is every school’s responsibility to provide a school 
environment that is safe and healthy where hazards are minimised and controlled. 

Banksia Montessori School is committed to the promotion of physical and emotional health of 
everyone within the School Community. The School aims to prevent and respond appropriately to 
injury to all those on the School grounds by providing a safe physical environment, adherence and 
compliance with the law, promote awareness on matters relating to occupational health and safety 
and the minimisation of any illness or injury.  

1.2 Levels of Responsibility 

The School Council, through the Principal will ensure that: 
• There is compliance with the law; 
• The School and the surrounding grounds are a safe place of work and learning; 
• staff and Parent Community will be informed when required of workplace safety and health 

matters; 
• Members of staff receive appropriate training. 

Staff will be responsible for: 
• Following health and safety instructions/training after it has been given; 
• Reporting to the Principal and Administration workplace hazards or incidents they may observe 

or be involved in by spotting the hazard, assessing the risk and ensuring that changes are made; 
• Contributing towards resolving any workplace safety or health issues; 
• Ensuring that students and the School Community adhere to all health and safety requirements. 

Parents and visitors are expected to: 
• Follow all health and safety requirements while on the School premises. 

1.3 Operational guidelines 

A member of staff will be trained as an Occupational Health and Safety Representative. The OHS 
representative should have completed an ACECQA accredited OHS course which is refreshed every 
two years. 
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The OHS representative will carry out the duties required to properly perform this role, this may 
include the updating of Emergency Procedures in consultation with staff, the keeping of OHS records, 
internal and external health and safety audits and keeping the Principal and School Council informed 
on all matters relating to OHS including any OHS accidents relating to staff and to students. The OHS 
representative will record all OHS accidents relating to staff and to students. Accidents relating to 
staff will be kept for six (6) years and for students until such time as they have reached the age of 24 
years. 

The OHS representative will report any OHS related critical incident to Worksafe WA. Worksafe WA 
will advise the School as to any further action required. The Principal will report any OHS related 
critical incidents to the Chairperson of the Council immediately and to the Minister of Education 
through DES within 48 hours, first orally and then in writing.  

1.4 Accident Investigation – do’s and don’ts 

In the event of an investigation into an accident that has occurred on the school premises, it is 
important to follow the advice below. 

You have a duty to answer the questions asked by an inspector and do it in a civil and co-operative 
manner, but do NOT: 

• Speculate, hypothesise or admit fault; 
• Answer with the benefit of 20/20 hindsight when putting yourself in the pre-accident position; 
• Obstruct the investigation. 

 
Make sure that you DO: 

• Know or find out your rights and obligations (if possible) before the meeting; 
• Think before answering; 
• Answer each question concisely and only that question asked; 
• If in any doubt, undertake to find out; 
• Highlight the safety systems in place already at the school. 

1.5 Appendix 

1. Sample OHS Incident Report Form 
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Signed by Chairperson: 
 
 

Council Approval Date: March 2021 
 

Council Review Date: March 2024 
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OHS Incident Report 

 

Date of Accident: _____/_____/_____ Time of Accident: ________________ 

Name of Student: ________________________________________________________________________ 

Age: ___________________________ Date of Accident: _____/_____/_____ 

Circumstances of Accident: _________________________________________________________________ 

  

  

  

Nature of Injury: _________________________________________________________________________ 

  

  

  

Treatment: ______________________________________________________________________________ 

  

  

Was Medical Attention Required? ___________________________________________________________ 

Who? ________________________________________ Where? ________________________________ 
 
 

Staff Name & Signature: _________________________________________________________________ 

Witness Name & Signature: _________________________________________________________________ 

Parent Name & Signature: _________________________________________________________________ 
 
 

Follow Up Strategies: ______________________________________________________________________ 
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