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1. Rationale 
Catholic schools can serve as models for all within Western Australia who seek to create 
genuine communities. Such communities are always founded upon shared commitment 
to the common good (Mandate, 6).  

Pursuant to the Occupational Safety and Health Act (WA) 1984 (the OSH Act) and in 
accordance with the Mandate for Catholic Education, the Catholic Education Commission 
of Western Australia (CECWA) is committed to ensuring the safety and health of all 
people whilst on school premises.  

Therefore, St Clare’s School shall endeavour to:  

 ensure the safety, health and welfare of all employees and non-employees on 
school premises 

 develop, promote, and maintain safe and healthy school premises that seeks to 
minimise the risk of injury or illness for employees and non-employees 

 create a culture of safety that encourages the development, maintenance and 
promotion of healthy school premises, and  

 ensure that adequate financial, physical and human resources are available to 
support the management of occupational safety and health on school premises. 

2. Definitions 
An employer is a person who engages employees, and includes an accountable officer, 
such as a principal or such other figure of authority delegated with the duty of 
employing and/or directing employees and non-employees whilst on school premises.  

An employee is any person working under a contract of employment, apprenticeship or 
traineeship scheme. For the purposes of this policy statement, the term employee shall 
also include contractors engaged by the employer to carry out work associated with the 
business of the school.  

Non-employee refers to any person legally on the school premises who may be affected 
by the work activity, and shall include students, parents, guardians, caregivers, 
community members and volunteers.  

Catholic school refers to an educational venue as defined by the Teacher Registration Act 
2012 that is part of the Catholic Education system in Western Australia. This includes 
schools as well as early learning and care services.  

School premises include the school campus and places away from a school campus such 
as a campsite or where school excursions may take place from time to time.  



A Provisional Improvement Notice (PIN) is a notice issued by a safety and health 
representative to the employer requiring them to address an occupational safety and 
health concern in the workplace. 

3. Scope 
This policy applies to all St Clare’s School, Lathlain Staff and Students, as well as those 

 who visit or are temporarily employed or engaged at or for the school.  

4. Principles 
4.1 According to the provisions of the OSH Act St Clare’s School has a legal 

responsibility to put in place procedures and processes to develop, promote and 
maintain a safe and healthy school premises for all employees and non-
employees. 

4.2 All those who serve the Church through Catholic Education in Western Australia 
are called to be accountable and accept responsibility for any action or initiative 
at a personal and professional level.  

4.3  The principal, as the employer shall, so far as is reasonably practicable, provide 
and maintain school premises where employees and non-employees are not 
exposed to hazards.  

4.4  When engaged in activities on school premises, employees and non-employees 
are required to take reasonable care for their own health and safety. Further, 
they have a responsibility to avoid situations and practices (including acts or 
omissions) that may adversely affect the health and safety of others.  

4.6  Occupational Safety and Health (OSH) representatives must be elected to their 
position in accordance with the OSH Act.  

4.7  To meet the consultative requirement of the OSH Act, the cycle of continuous 
improvement inherent in the Australian and New Zealand Standards for 
Occupational Health and Safety Management Systems: Specification with 
Guidance for Use [AS/NZS 4801:2001] and in the interests of building a culture 
of safety, all schools may establish and effectively operate a whole-of-school OSH 
committee. 

5. Procedures 
5.1  St Clare’s School shall develop, regularly review and communicate to employees 

its own OSH Policy consistent with the CECWA Occupational Safety and Health 
policy.  

5.2  The Principal, as the employer should undertake appropriate hazard 
identification and risk assessment.  

5.3  General duties of employers shall include:  

 safe systems of work;  
 hazard identification and risk assessment 
 induction, information, instruction, training and supervision;  
 consultation and co-operation;  
 provision of personal protection;  



 safe plant and substances;  
 reporting of fatalities, injuries and disease.  

5.4  General duties of employees shall include:  

 follow the employer’s safety and health instructions 
 utilise personal protective clothing and equipment where appropriate (i.e. as 

intended or directed) 
 take care of and appropriately maintain equipment  
 report suspected or actual hazards to the school-based OSH representative 

and/or employer  
 immediately report work-related injuries or near miss or concerning 

incidents to the employer and school-based OSH re 
 presentative and complete requisite paperwork  
 cooperate with the employer, members of the school management team, the 

school-based OSH representative and whole-of-school OSH committee 
members (where applicable) to enable the employer to execute its obligation 
under the OSH Act  

5.5  The school will appoint or support the election of a school-based OSH 
representative. All employees are eligible to be elected. A person who is elected 
as a safety and health representative is elected for a period up to 2 years and is 
eligible to be re-elected.  

5.6  The OSH representative will receive paid time off to attend the compulsory 
CEWA training course.  

5.7  A whole-of-school OSH committee has been convened consultatively with the 
OHS Representative. The membership of this committee can be periodically 
reviewed as per CEWA policy.  Currently, the committee consists of:  

 the Principal and/or the Assistant Principal 
 the school-based OSH representative, and  
 Food and/or Art teacher  

5.8 OSH policy and procedures will be included in new-staff induction.  All staff will 
receive updating and reminding of procedures a minimum of once a year.  
 

5.9 Staff will notify the OSH Representative of any awareness of hazards, risks or 
near misses.  The notification must be in writing (email will suffice).  These 
reports will be entered as maintenance needs on PRIME by the OSH Rep, or as 
incidents, as appropriate.  

5. 10  In accordance with the OSH Act, WorkSafe Guidance Note: General Duty of Care 
in Western Australian workplaces, the AS/NZS ISO 31000:2009 Risk 
management - Principles and guidelines and AS/NZ Standards 4801:2001 
Occupational Health & Safety Management Systems, school-based OSH 
representatives have the following functions:  

 carry out regular workplace inspections, calendarised at least once per term, 
generally in the holiday period. After this inspection, a meeting of the OSH 



committee shall take place to assess and address any issues arising from the 
inspection.   

 Given that the administrative officer is the OSH representative, the 
committee will also work closely with the administrative officer to establish 
and review the 5-year Maintenance plan for the school.   

 immediately carry out an appropriate investigation of any accident or any 
near miss to any person engaged in work or study or any approved activity; 
at the school premises  

 keep abreast of health and safety information provided by the employer and 
relevant external bodies (e.g. WorkSafe)  

 liaise as necessary with WorkSafe, the Department of and other relevant 
Government or private bodies  

 consult and cooperate with the employer on all matters relating to 
workplace health and safety  

 liaise with employees regarding work-based safety and health issues  
 promote a culture of safety on school premises, by working collaboratively 

with the employer, employees and non-employees  
 immediately report to the employer any potential or actual hazard that 

poses a danger to the safety and health of employees and/or non-employees  
 issue PINs where they believe existence of a breach of the OSH Act or 

Regulations. Before issuing a PIN, the school-based OSH representative shall 
liaise with the employer to discuss the issue. These discussions shall include 
risk assessment of the hazard(s) and control measure options. The employer 
shall take appropriate corrective action upon receipt of a PIN.  

5.11  Penalties are applicable for breaches of the OSH Act. Penalties may be applied to 
employers, and employees.  

5.12 The Principal will notify WorkSafe under the following circumstances:  
 Any workplace related death or serious life-threatening injuries or diseases 

must be reported to WorkSafe immediately using the 24 hour 
incident/accident reporting line Tel: 1800 678 198.  

 Certain types of injuries and diseases are to be reported to WorkSafe using 
the appropriate notification form: 
http://www.commerce.wa.gov.au/worksafe/how-reportinjury-and-disease. 
This includes any injury which, in the opinion of a medical practitioner, is 
likely to prevent the employee from being able to work within 10 days of the 
day on which the injury occurred. The employer shall consult with the 
Employment and Community Relations Team prior to making any 
notification to WorkSafe.  

5.13  If an event occurs on school premises, which constitutes a critical incident, as 
defined in the Non-Government Schools Registration Standards, the procedures 
outlined in CECWA Crisis Management Planning in Catholic Schools policy 
should be adhered to. 
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