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WHS Responsibility Statements for Position Descriptions

It is recommended that specific WHS responsibilities are integrated with position descriptions / job statements for various roles within the organisation.  The following statements provide examples of specific WHS responsibilities for key roles. 

Senior Management 
Senior managers have a responsibility to:

· Publish policies and procedures explaining the management approach to WHS and RTW and monitor compliance with these policies.

· Ensure mechanisms are provided for effective WHS consultation with all workers.

· Ensure organisational compliance with WHS and workers compensation legislation.

· Ensure an effective WHS Management Plan is in place including objectives and targets.

· Ensure appropriate resources and budget allocations for resolving WHS issues including provision of training and equipment and ensuring that they are utilised.

· Monitor WHS performance including compliance with external regulations and standards and internal policy and procedures.
· Maintain relevant knowledge of WHS issues.

· Act as a role model by demonstrating safe work behaviours. 

Managers and supervisors 

Managers and supervisors have responsibilities on behalf of the organisation, but must also comply with their requirements as workers. It is their responsibility to:

· Ensure adherence to WHS policies and procedures.

· Consult with workers and H&S representatives on WHS issues.

· Ensure that workers are equipped with the information, instruction, training and supervision that they need to work safely.

· Identify, assess if necessary and control hazards within their area of responsibility.

· Encourage early reporting of incidents and forward information to RTW Coordinators immediately

· Assist with initiating an early return to work on suitable duties after a workplace injury

· Access sources of WHS information and systematically disseminate information to all workers.

· Ensure that workers including volunteers and contractors are aware of, and abide by, all relevant health and safety procedures particularly those relating to the operation of plant and equipment.
· Develop safe work procedures as required and ensure adherence to procedures.

· Provide PPE as required and ensure workers are aware of correct usage and storage requirements.

· Ensure all plant and equipment is properly maintained

· Maintain relevant knowledge of WHS issues.

· Act as a role model by demonstrating safe work behaviours.

Manager with specific OHS responsibilities
It is suggested that specific responsibilities for WHS be included in the position description of the WHS manager within their sphere of responsibilities.  

WHS responsibilities include:

· Contribute to the development of the WHS Management Plan for the organisation.

· Identify, assess if necessary and control hazards.

· Access sources of WHS information and systematically disseminate information to all workers.

· Maintain professional knowledge of WHS issues.

· Develop policies and procedures as required

· Develop schedule of maintenance procedures for buildings, plant and equipment.

· Develop safe work procedures as required and ensure adherence to procedures.

· Develop safe systems of work as required and ensure adherence to polices and procedures.

· Identify training needs of workers for safe systems of work and safe work procedures.

· Ensure that training records are maintained for workers.

· Ensure plant, equipment and property maintenance records are kept in accordance with WHS Regulation and organisational policies and procedures.

· Ensure emergency evacuation procedures are in place and plan necessary training and drills on a regular basis.

· Ensure adherence to first aid policies and procedures.

· Ensure that all contractors adhere to contractor management procedures.

· Ensure that workers including volunteers and contractors are aware of, and abide by, all relevant health and safety procedures 

· Act as a role model by demonstrating safe work behaviours.
· Ensure the Regulator is advised of any serious incident or dangerous occurrence immediately.
Manager with RTW Coordinator responsibilities 
· Implement the RTW Program of the organisation.

· Review the RTW Program to ensure it is updated as required.

· Advise the workers compensation insurer or any injured or ill worker within 48 hours of being made aware of the matter.

· Negotiate, coordinate, implement and monitor the return to work of injured / ill staff cases to ensure an effective outcome.

· Refer to nominated rehabilitation providers and approve and monitor their programs where appropriate.

· Liaise with all key players regarding the rehabilitation of the injured worker including insurer, nominated treating doctor, treating providers, coordinator and worker.

· Provide education to staff regarding the RTW Program.

· Provide information to management about the RTW Program and workers compensation costs.

Workers
Workers have a responsibility to:

· Participate in the development of a safe and healthy workplace.

· Comply with instructions given for their own safety and health and that of others, in adhering to safe work procedures.

· Co-operate with management in its fulfilment of its legislative obligations.

· Take reasonable care to ensure their own safety and health and that of others, and to abide by their duty of care provided for in the legislation.

· To report any injury, hazard or illness immediately, where practical to their supervisor.

· Not place others at risk by any act or omission.

· Not wilfully or recklessly interfere with safety equipment.
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